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T: Can I edit images in word?



Open up your work from last week.

Sometimes we want to 
edit the image when 
we have put it into 
the document. 



Cropping an image

• Start by clicking on your 
picture.

• Then, click format tab at 
the top of the page.



Click on the crop tab in the 
right hand corner of the page. 

You will notice that the 
handles now have additional 
black frame indicators.



Crop the image by dragging 
these inwards. 

Click anywhere on the screen 
to complete the crop. 



Imagine that you wanted this image as 
a central image in their flyer.

On a laptop, this is not as easy 
as just dragging the picture. If 
you try to do that now you will 
find the picture wont move 
there. 



Click on the image again and click the format 
tab again and click the wrap text tab.

The little illustrations 
on the choices show 

how the image will be 
arranged relative to 
the text around it 

(and other images). If 
you want the image to 
be placed anywhere on 
the page, then choose 

Through and then 
decide upon Behind 
Text or In Front of 

Text.

For example, you can use Behind Text to make a 
background image that you can type over. 



Using your 
poster, try out 
all of the 
other options. 



Another thing to note, especially when 
using images as backgrounds is how the 

image is anchored to the page.

This can be found in the Wrap 
Text drop down box. The 

choices are Move with Text 
and Fix Position on Page. For 
backgrounds, you will often 
want the images to have a 

fixed position.



Things do not re-arrange themselves in 
Word for no reason, it is often something 
to do with the wrapping settings so being 

familiar with them is useful. 

Remember the undo button is always in the 
top left hand corner if you need it!

As you add more text and formatting to your document, the images might 
move unexpectedly and need to be moved again. 


