AutoShapes & WordArt

Want to really dress up your document? These tools take you way beyond the ordinary.

Lets take AutoShapes first. To make it available (Method 1), turn on the drawing toolbar if it is not already on. The drawing toolbar resides at the bottom of the Word Window just above the status bar. If it is not on, Click the View menu, then Toolbars and select Drawing.

 (Method 1) On the Drawing toolbar, click the drop arrow (black triangle) next to AutoShapes to get this list:
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(Method 2) Click the Insert Menu, Picture, AutoShapes and you get a small floating toolbar. On the floating toolbar, select the icon for Callouts.
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[image: image2.wmf]As you slide your mouse over each selection, you will see the variety of shapes that can be selected. I’ll choose one of the “Callouts” as shown in the figure to the right. It is treated as a text box and is a graphic with all the properties of a graphic. When you select the item, your mouse arrow changes shape to a crosshair indicating the need to select an insert point in your document. It really does not matter where you place it, since it can be moved. Inserting the graphic is a drag operation. Hold your mouse button down and drag the graphic to determine size. This can also be changed anytime. Notice when you let go of the mouse button (Drop), the graphic is outlined with diagonal lines and a typing cursor is blinking inside waiting for you to type your caption. Type the caption. When done just click the mouse outside the graphic. 

In Word 2000 (not sure about 97), the graphic has preset properties (default) that prevent you from moving the graphic into the text and having the text wrap around it. So the first thing to do with any inserted graphic is to right click on the border of the graphic and select “Format AutoShape”. Other graphic types may show “Format Graphic, or Properties”. You then get a dialog box with many selections. For this discussion, click on the layout tab and select the “Layout” tab. There again are many selections. I prefer “Square” most of the time. You can investigate the others later.

Close the dialog box and then you can move the graphic anywhere. My example above was placed on the right to force the text to stop at the graphic and wrap to the next line.

If you click on the graphic to select it, you will notice the standard resizing file handles displayed in the border and a yellow file handle on the tip of the callout point. Try dragging these handles around to see the resizing effect. On my example, I resized the balloon to fit the text and moved the yellow drag point to contact the clipart graphic which was inserted from the Office clipart. (Insert, Picture, ClipArt) You may need your Office CD for this. You can also insert photos from your camera or the web. The possibilities are endless.

This is WordArt. It can be inserted from the Insert menu or by clicking the Blue slanted A on the drawing toolbar. It is also a graphic and has the same properties as the AutoShapes. When you first select the style of art you want, you are then allowed to type in your text. Then you right click it and select Format WordArt and make changes as in AutoShapes. This graphic has the same file handles for resizing and the one yellow handle for distortion. The yellow handle acts differently on different graphics. On this pattern of WordArt, dragging the handle only slopes the text as my example shows. Other graphics distort in different patterns. Sometimes it rotates the graphic. Sometimes it revises the shape. Play with it. You can always undo any changes or selections using the Undo command in the Edit menu.

BTW, (By the way) some of the selections in WordArt provide vertical text. You can also put vertical text in a text box. See my tip on making a vertical letterhead.

Try using both of these tools to create a fancy letter to someone. Assuming you have a color printer, you can print and mail your printed letter. You can send it by e-mail also. Note that if you use Copy and Paste to paste the letter into an e-mail, you will lose the formatting and the graphics. The right way to send via e-mail is to “Attach” the Word file to the e-mail. The recipient must have Word or the free Word reader to see the document. There are also some differences in Word 97, 2000 and 2002 (XP), so what you send may look different to the other person unless they have the same version.

Page 3 is an example of the start of a newsletter. Maybe I’ll finish it later.




The words below are from CP, the cat who has only one goal in life, to totally ignore everyone she come in contact with.

Hey – Whassup?  Feeling Better Yet?





This is the first issue of the FMS Newsletter. Hope you enjoy it.








