Practice with floating Objects


For this tutorial, save this page into your server account and make your changes directly onto this page.

PutYourNameHere
The pictures and table you are to use are at the bottom of each page.

The tasks you are to perform are highlighted in green. 

The information needed to do those tasks is in Black:
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Read the instructions below on inserting a floating picture and making changes to it. Apply this to the picture of the two dogs. Crop the picture so that you can only see the face of the dog on the left. Make the picture larger. Put a border around it. Set text to wrap around the picture. Put the dog in the middle of this paragraph.
To Insert a floating picture:

· If the image is on the clip board, paste it

· If the image is saved, insert it

· [image: image2.png]


Insert >> Picture >> from File
or 
Click “Insert Picture” button on picture tool bar

· In the ‘Insert Picture’ dialogue box select the “float over text” box 

· Drag picture to desired location

· Use Picture tool bar to make any adjustments

· Set text wrapping 

· ‘text wrapping’ button
or 

· ‘format picture’ button >> ‘wrapping’ tab 

· Crop picture 

· click ‘crop’ button

· drag small squares on border

· Change Border

· click ‘border’ button

· select option

· Remove border 

· click ‘Reset picture’ button
or 

· set line color to ‘no line’

· click ‘Format Picture’ button

· select Colors and Lines tab


· Change brightness and contrast
· [image: image3.png]


Remove the background 

· Remove all changes (except text wrapping)

· click ‘Reset Picture’ 

Copy and paste the picture with the red border into the middle of this paragraph. Set text to wrap around the picture. Remove the border.  Change the brightness and contrast to improve the picture as much as is possible. Make the picture smaller. Set the picture so that it will not move with the text. To do this, read “To set a floating object that does not move”. 
To set a floating object that does not move with the text

· Select the floating object

· Right Click and select the Format Picture button 

· select Layout tab

· select Advanced tab

· de-select ‘Move object with Text’

For this exercise, use the cat picture and put it below the instructions.
To put text over a picture

· Select picture to see Picture toolbar

· Fade the picture

· Adjusting the brightness and contrast as desired

· Set it to behind text through the Wrap text button
· Put in under the text that you have written.
To create a floating text box
· Create a Text Box

· Insert >> Text Box    


· Set Borders and Fill

· Double click in text box but not in text

· Look in the Text box styles area

· You can fill the background with solid colours or effects

· Consider: Shape Fill >> Picture, gradient, texture or pattern… Play around with it

· Set word wrap

· Double click in text box but not in text

· Select ‘Wrap text’ button

· Select Square option

Finally to the right of this paragraph insert a text box listing your three favorite movies, songs or tv shows with the appropriate heading. Set the fill in the text box to a one-color gradient (not a solid colour) that does not interfere with reading the text. List the 3 items as a bulleted list. Change the bullets to squares by highlighting them, right clicking and selecting the Bullets option.
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Delete this entire textbox and put the dog’s face here.





Floating Objects that move with Text


By default the top left corner of any floating graphic will attach itself relative to the beginning of the paragraph under the corner. 


When the start of that paragraph moves, because text is inserted or deleted above it, the graphic will move as well. 


When the top of the paragraph goes to a new page or column the attached graphic will as well. 


When you drag the object to a new location it will attach to the new paragraph under it. 


If you delete the paragraph to which it is anchored, the floating object is deleted. 


If you copy a paragraph to which a graphic is anchored, the graphic is copied as well.
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