Formatting Text with Microsoft Word

My name is :

This is the second part of a document that demonstrates some of Microsoft Word's formatting features. This time you do not need to type the text - you can load it directly as a template from the hard disk and it is your job to make it look as much like the photocopy as possible. Margins are all at 2.5 cm and the body of the text is in Times New Roman font, size 12. The title is in Arial font, size 20, bold type. The border icon was used to give the title an external border, and the background colour icon was used to give a light grey background to the title.

Above this paragraph, a ClipArt image has been inserted. You should be able to find it in the science and technology section of the ClipArt gallery, which is accessed by Insert/Image. Right-click the image and adjust the format by setting both the width and height to 5 cm. Right-click the image again and notice that the format of the image includes word wrap (habillage) feature - make sure that this is set to Top and Bottom. Make sure also (by clicking the Position tab of the image format window) that the image is 'floating' above the text (dissociated from the text) - this means you can drag the image to any position you like on the page.

For this image (also in the Science and Technology section of the ClipArt Gallery), the word wrapping was set to Frame (encadré) and the size was set to 5 cm wide x 5 cm high.

It is often useful to EMBED the image in the text as if it were a regular word or character, so that the image stays in the same place in the text relative to the neighbouring words.  This image (from the Forms section of the ClipArt gallery) has been embedded by removing the check from the Float over Text option (dissocier du texte) on the Position tab of the images Format window. Check that the star remains in front of the word 'This' even when preceding words are deleted (don't forget to add them back in).

