Manipulating Graphics

We will manipulate graphics by resizing, cropping, scaling, rotating, positioning, and shading them.

1. Maybe we are creating a logo for a travel agency and would like to create a logo using the tools provided in Word.

2. Insert a plane from the clipart gallery of Word similar to the one used in BCS-CA2-2_m-n.docx.  

3. Insert the graphic that is a palm tree hanging over the ocean with the sun setting.  

4. Because we are creating this logo to be in a newsletter for a travel company, we’d like to include a peaceful, restful scene with an airliner to represent travel.

5. Two problems:  the palm tree is too big, and the plane is pointing the wrong way.  Remember, if you are using clip art/images that seem to be pointing in a direction, you need to consider where it is going to be used on the page.  If it will be used on the left side of the page, the images need to be pointing inward to move the reader’s eye into the document rather than away from the document.  The same holds true if the image will be placed on the right side of the page.  Manipulate the graphics so that they are pointing or directing the reader to the left or into the document.

6. We want this logo to be on the left side of the page.  Our palm tree and airplane are pointing the wrong way – away from the page.

7. Let’s manipulate the  plane first . . .

8. Double click the airplane to select it.  This opens a new tab on the ribbon – Format.  This tab provides you with options that are only available for formatting images.

9. On the Format tab in the Arrange grouping, click the drop-down arrow next to rotate.  You will notice that there are several options.  Play with those options to see their effect.  We want to use the “flip horizontal” option to change the direction the plane is flying in.

10. Let’s do the same thing for the palm tree clip art image.

11. In order to reposition the graphics, we must format them.  

12. Double click the plane to select it; click the drop-down arrow next to Text Wrapping in the Arrange Grouping.  We want to put this airplane in front of the palm tree, select “tight.”  

13. Double click the palm tree picture; format it to “tight,” also.

14. Resize the plane to make it approximately .75” high x 1.75” wide.    If you typed the numbers into the windows, you will notice that after entering the width, the height changed.  This is because the aspect ratio option is locked.  If you click the more options on the size grouping, you will see under the Scale section the lock aspect ratio option.  Selecting this option keeps the image from becoming distorted if you decide the change the side of the graphic.  (Honestly, in my 30 years of using word processing software, I’ve never known that I wanted an image to be specific measurements.  I’ve always used the corner double-headed arrow to resize the graphic.  I simply “eye balled” it.)

15. Reposition the plane so that it is halfway onto the palm tree image.

16. Let’s resize the palm tree image.  Grab the double-headed arrow in the lower right corner of the graphic.  Drag it in inward until the graphic is approximately 1” high.  If the lock aspect ratio option is selected, the image will stay in proportion.

17. The palm tree image is a little too bright.  Let’s change its brightness.  With the palm tree image selected, on the Format tab, select the drop-down arrow next to brightness.  Hover over the options and watch how the image changes.  Let’s select the “+10%” option.  

18. Let’s rotate the plane so that it looks as though it has just taken off.  With the plane image selected, on the Format tab of the ribbon, select Arrange grouping, select the Rotation option.  .  In the submenu, let’s choose More Rotation options this time.  A dialog box opens.  On the Size tab of the dialog box, select the Rotation box.  Play with clicking the buttons up and down while watching the changes to the image. Choose 345 degrees.  While playing with these selections, think about the circle and how the degrees of the circle correspond with it.

19. Let’s apply other effects to the plane.  With the plane selected click the Picture Effects drop-down arrow in the Pictures Styles grouping.  Choose 3-D.  Choose the Perspective Right option after exploring the different options.

20. Let’s also apply a shadow to the plane while we have it selected.  Again, choose the Picture Effects drop-down arrow in the Pictures Styles grouping.  Choose the Shadow option.  Hoover over the different options while watching the changes to the plane.  Under the Perspective grouping, choose Perspective Diagonal Upper Right.  

21. We want to edit the shadow of the plane a little bit.  We can change it by going back to the Picture Effects drop-down arrow and selecting Shadow and choosing Shadow Options at the bottom of the list.  Click on the Shadow option in the left column.  After playing with the options to see their changes, let’s change the Transparency to 85; the Size to 145; Blur to 8 pt; Angle to 277%; and Distance to 0.   

22. One more thing.  We’ve worked with this image a good bit.  We want to make sure that when we move the plane, the tree goes with it and vice versa.  To do this, we will need to group the images together.  Before we tackle this, be sure to save your document.  In case we need to start over, it won’t be from scratch.  Warning:  Always save your document often.  

23. To group these images so that when one moves the other moves, we must  insert a drawing canvas if using Word 2007.  

24. Press enter a few times to move the images down on the page some.  Arrow back up into the white area just created.  To insert a New Drawing Canvas (which I don’t like, by the way), on the Insert tab, select Shapes.  All of the way at the bottom of the shapes is an option called “Insert New Drawing Canvas.”  Select it.  You will notice that a rectangle is inserted onto the page.  This is the drawing canvas.  Copy and paste the two images into the drawing canvas.  They won’t move together, notice where they are in relation to each other so you can reposition them.  After I pasted the images on the drawing canvas, I deleted the images that were outside of the drawing canvas.  

25. Grab the sides of the drawing canvas to drag them in – we are copping the drawing canvas.  

26. Save your file again.

27. Click on the grouped image, copy it and past it outside of the drawing canvas.  Notice that the two images move together as though they are now one.  

28. Select the drawing canvas and delete it.

29. You can drag the grouped image where you want to on the page.  

30. Now, type some text onto the page.  You will note that it appears behind the image.  Don’t panic.  Select the image again to reveal the Format option.  In the Arrange grouping, select the Position drop-down arrow.  As you hover over the different options, watch how the text moves around the image.  Choose Position Top Left with Square . . .

31. Save your document again.

32. Suppose you want to ungroup the two images for some reason.  Select the grouped image, right click, select Ungroup.  You manipulate the images to your liking and now want to regroup them.  Simply right click again, choose regroup.

33. Save your document. 

34. You will notice that after the objects are grouped, some of the options that were formerly available on the Format tab are not an option now.  That’s the reason we made the changes to the images before we grouped them.  

35. You will use these techniques in projects that you will complete.
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	Insert clip art – emoticons, emotions, expressions (I searched for golfer.  It was one of the first two that popped up.)
	

	
	Resize him to 3 inches high (make sure he stays in perspective).
	

	
	Rotate the graphic to 337 degrees.
	

	
	3-D – Rotate the X axis rotation to 20%.
	

	
	Change the shading of the image:  On the Format tab on the ribbon (remember, you must select the image to make the Format tab available), select the Recolor drop-down arrow in the Adjust grouping.
	

	
	Hoover over the different options.  Choose the Grayscale option.
	

	
	Format the text wrapping  for “Tight.”
	

	
	Apply a Shadow to the image – Perspective Diagonal Upper Left.
	

	
	Insert the image golf, golf bags, golf clubs.  I searched for golf clubs clip art.  Choose the brown bag with a stand.
	

	
	Place the golf head at the 11 o’clock position over the golf bag.  We want the golf head to be in front of the golf bag.  I know . . . The shadows are going in opposite directions.  Don’t forget that you may need to bring one of the images in front of the other one.
	

	
	Drag the grouped image to the middle of the page.
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