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Have you had this frustrating experience when working with Microsoft Office? You are writing your holiday newsletter in Word and have some good photos of the cousins and grandparents to include. You’ve typed the text and have chosen an appropriate spot for the first photo to appear. You click in this spot, and then click Insert - Picture. You locate the photo in My Pictures, select it, and click Insert. The photo appears, but not where you want it. When you try to drag it to its chosen place, it either won’t move or pushes too much text below it, leaving a blank space between the photo and the margin. Welcome to the tricky world of mixing graphics with text. 
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A graphic (photo, shape, WordArt, or drawing object) inserted into text is either Inline or Floating. The default property is Inline, which means that a photo will keep its position relative to the text. In the example above, you want the photo to stay related to specific text, so Inline seems like a good choice. But you also want the ability to move the photo around, if needed, and to eliminate the extra white space next to the photo. You need to make the photo floating, which means the photo will keep its position relative to the page, rather than the text. To do this, you need to adjust what is known as Text Wrapping. Once your photo has been inserted, right click the photo to get a menu of options. In Office 2003 and earlier, choose Format, then Text Wrapping. In Office 2007 and later, choose Wrap Text. Then select either Tight or Square. Both of these allow text to wrap neatly around the photo, with Square allowing a bit more space between the text and the photo. Once you have wrapped the text, you can also easily drag the photo to different places on the page. 
But let’s suppose you wanted to place the photo in the exact center of the page. In Word 2007/10, select the photo, which opens the Picture Tools tab. Click the Format sub-tab and, in the Arrange group, click Position. Click the icon with the graphic centered and watch the photo jump to the center. You can position a graphic even more precisely by clicking “More Layout Options,” choosing Size, and typing an exact location measurement. 
Once a photo has been inserted into a document, you may want to take advantage of the simple, but useful enhancing and editing tools for photos which are features of the Office 2007/10 suites. When you select the photo, the Picture Tools tab appears in the ribbon. Click Format. Here you will find a variety of photo-enhancing tools, the most dramatic being the Styles Gallery, which contains borders and 3-D effects. Browse the gallery by selecting the photo and hovering your mouse over the styles one at a time. You can also make simple edits to brightness, contrast, color saturation, and tone using the editing tools on this tab. There is also a basic cropping tool. If you decide you prefer a different photo altogether, a click of the Change Picture button allows you to replace the current photo with another from your computer. 
Another pair of useful terms to know is Order and Grouping. These are especially useful when working with shapes. You might, for instance, want to combine several shapes in a document to create a logo or other design. First click Insert – Shapes and insert each shape individually. Then drag them into an overlapping arrangement, as shown in the illustration. To change the order in which they are layered, right click one of the shapes, click Order, and select your instruction, such as “Bring to front.”  When the arrangement is complete, you can preserve it by grouping the elements. First select all the shapes by clicking Select – Objects in the Editing group on the Home tab. Then drag a dotted box around the group of shapes to select them all. You can tell you have them all selected when “handles” are visible around each object. Right click the group, and then click Grouping – Group. The separate shapes have now become one and can be moved without changing their arrangement. 

It is also helpful to know the difference between a graphic which is embedded and one that is linked to file. Graphics are embedded by default, meaning a copy of the inserted graphic is located in the document file. This is usually appropriate. The ‘Link to File’ option, however, offers some advantages in certain situations. Let’s say you have a large document with many photos and want to reduce its file size. You can insert a photo so that it is linked to its real location on your computer, such as My Pictures. Click the Insert tab – Picture. Locate and select the photo. Instead of clicking the Insert button, click the arrow next to Insert and choose Link to File. A virtual image of the photo appears in the document with a much smaller file size than the original. If you edit the photo in its actual location, the changes are reflected in its virtual image in the document.

Another valuable use of Link to File relates to charts. Let’s say you have created a pie chart in Excel and want to insert it into a document. Because the data is this chart will change periodically, you can link the chart to its data set in Excel so it updates as you modify the data. This is much easier than recreating the chart each time the data changes. To do this, create the chart in Excel and paste it into the document using the “link data” paste option. 
A caution with “Link to File” is if you change the location of the source file, the connection is broken. A photo will not be visible, and no longer will the chart change along with the source file. You can avoid this problem by choosing ‘Insert and Link,’ which both links the graphic to its source and also inserts it. The graphics will always be visible in the document, even if the link is broken. 

Graphics add a lot to documents. Experiment with them using these tips.
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