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Some basic explanations to better understand what is a « picture » and how to manage it.

1 Pictures from digital cameras

The pictures are related to the notion of array. They are also called bitmap pictures

|1.1 The number of pixels indicated with your digital camera

In digital photography, the sensor converts the light into electrical signals and finally into
digital pixels. Cameras range from 3 to more than 12 million pixels.

The picture definition indicates the total number of pixels, without considering its size in cm.
The picture resolution refers to printing (or screen display) and it is the number of pixels

contained by inch. The term dpi (dots per inch) is probably familiar to you. The more dots per
inch, the better graphic result.

Definition
Camera (Width / Height) Possible printing sizes (in cm)
in pixels

. 72 dpi > 193.04/128.69

250 m'g";”sh t 5472 | 3648 150 dpi > 92.66/ 61.77
e R 220dpi & 63.18/ 42.12
350 dpi > 39.71/ 26.47

220 = a printing standard value / 150 = a standard value for screen display

The human eye can distinguish two dots separated by 1 mm on a given picture at a distance
of about 3m. The distance that is naturally chosen to look at a picture corresponds to 2 or 3
times its diagonal. The nearer you get to the picture, the higher density of points is required
to consider that the picture is clear enough. A standard for this is 150 dpi.

This is why a given picture inserted in Word can be enlarged and still look good (because the
source picture is large and already reduced inside the document margins) while another one
will look awful (because the source size is small and consequently when you enlarge it the
pixels density gets lower).

|1.2 Computer files created by digital cameras

There are three main families :

e JPEG files (Joint Photographic Experts Group).
JPEG is a compression method. The compression principle is that the human eye is
more disturbed by subtle changes of brightness than by subtle changes in colors. The
surface of the picture is divided into blocks, where an average color is calculated. The
small intermediate tones are removed and the final file size is smaller. This type of
compression is said destructive as information is lost. But the compression does not
noticeably detract from the image’s quality (for human vision)
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Picture shot by a 12 mios pixels Reflex camera : 4.05 Mb IR i
Similar picture with a 20 mios pixels Sony camera : 7.83 Mb ordJPC Item type: JPEG image
Date taken: 11.09.2010 12:57
Rating: Unrated
Dimensions: 4000 x 3000
Size: 4.05 MB

e TIFF files are non-compressed files or compressed but with a lossless compression.
This means it is not destructive but this lossless compression is slightly less efficient
than the JPEG method. The problem is that the TIFF format is not universal and some
people will not be able to open your pictures unless they use a special program.

e Special : RAW files. They are sometimes called digital negatives, as they are not yet
processed and therefore are not ready to be printed or edited. The format is managed by
the camera manufacturer, who will provide the required software to edit the picture. A
lossless compression is usually applied. The file will be much heavier than a JPEG one
and requires special software to be edited. Advantage for the photographer : great
possibilities to work on the picture : white balance, managing the colors etc ...

|1.3 Size and weight

1.3.1 Inserting into Office (Word, Excel or PowerPoint)

When inserting a picture, Word automatically reduces the picture screen size to make sure it
fits between the document margins.It also compresses the picture and the weight will be
lower (Test : the above 4.5 Mb picture reduced to 470 Kb)

1.3.2 How to reduce the weight in Office (Word, Excel or PowerPoint)

Compress the picture again by assigning a lower resolution
Crop unnecessary parts of the picture and delete the cropped areas

1.3.3 A better solution

Compress the picture before your insert it into Word, Excel or PowerPaint (test 470 Kb in
Word and 276 Ko if compressed before). All programs that can edit and touchup a picture
(such as Photoshop, Gimp ...) provide such options. Office 2007-2010 also provide a tool to
compress pictures (but not Office 2013).

Here below the PICTURE MANAGER from Office Resize settings
2007-2010 Make picture fit inside:

@) Original size
You may choose a preset compression from the list Predefined width x height:
You can set measurements in pixels [=]
You can set a percentage | Custom width x height:

Predefined width x height: =1 2l s
|z| Percentage of original width x height:
Document - Large (1024 x 768 px) 2/ =g

Document - Small (300 x 600 px)
Web - Large (640 x 430 px)
Web - Small (448 x 336 px)
E-mail - Large (314 x 235 px)
E-mail - Small (160 x 160 px)

Some well-known program dedicated to working
pictures : Photoshop, Gimp ...
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2 What are the GIF and PNG formats

GIF (stands for Graphics Interchange Format) was developed in the late 1980's by
CompusServe (online network service) to create light pictures that could be easily shared over
the network. The GIF format is a format which compresses files using an algorithm called
LZW (from the name of its authors : Lampel Ziv Welch) which keep traces of the colors and
helps to reduce the size of the file.

GIF was not patent-free and a similar format — patent-free — was created to replace it : PNG

Gif characteristics

GIF compression

Itis a lossless data compression technique to reduce the file size without degrading the
visual quality. This means that the GIF source bit-by-bit bitmap array can be retrieved
(contrary to the JPEG method). The principle is rather simple . the RGB values (the entries)
used in the picture are saved into the picture “header” and then each pixel will import its color
from the header. Consequently all pixels of the same color have one unique entry.

The PNG compression is identical but at times more interesting as it can lead to a
compression of 5% to 25% smaller than the Gif compression (sometimes 40%-50% for small
pictures).

The animated GIF

This is a special feature of the Gif method. The principle is simple : it is a number of images
or frames to be displayed successively, each described by its own GCE (Graphic Control
Extension), preceded by a header whose content by default applies to all the frames. All
frames are saved into one unique file. The creator can set the time for each frame, how
many times it should be repeated, the transparency ratio etc ...

3 Vector graphics

Vector graphics is the use of geometrical primitives such as points, lines, curves, and shapes
or polygon(s), which are all based on mathematical equations, to represent images in
computer graphics. Special effects are possible such as rotation, movement, mirroring,
stretching, skewing ...

With vector graphics, there is no array of pixels, so typical of photographic images.
By nature, a vector graphic is re-drawn every time it is displayed which generates
calculations by the computer processor.

There is technically no resolution limit to a vector graphic. And if compared with a bitmap
picture of the same resolution, it will be usually much smaller.

Some well-known programs dedicated to vector graphics : Adobe Flash, Adobe
lllustrator, CorelDraw ....

| What are the GIF and PNG formats Page no 9
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1 Word : the links between the object and the
body text

1.1 The text layer, the object layer in Word and their specific rules for
positioning.

It is important to know that Word is made of two "layers" : the first layer includes the text
(linear filling) and the second layer includes all free floating objects such as WordArt or
drawn objects or even external objects that are imported in the floating mode.

The main rule of the first layer is that you cannot place a picture or a text anywhere you wish
on the page. Your picture behaves like a "very large character" and you cannot place it on
the page by simply dragging it. If you need to display a picture and text next to each other or
several pictures horizontally, it would be a good idea to use a table. It is a handy and
powerful page setup tool. You place each object into a cell and simply remove the table
borders.

In the second layer, the floating objects float freely but they are nevertheless linked to the
main body text through an anchor. This anchor belongs to the nearest paragraph. Inserting
text before or after the anchoring paragraph may considerably affect the position of the
object on the page. If the anchoring paragraph has many lines of text, it is possible to place
the object inside it and wrap the text around the picture.

Graphic objects automatically belong to one layer or the other. Pictures, SmartArt charts
belong to the text layer and WordArt objects, drawn shapes to the object layer.

It is possible to « free » a picture, a SmartArt chart ... and make it « float ». And it is also
possible to « fix » a floating object into the text layer.

There is also a third possibility : the drawing canvas. You place floating objects such as
pictures, WordArt texts, drawn shapes into a drawing canvas that belongs to the text layer.

You may set how Word inserts pictures by default : text layer or object layer
(do so in the Word options).

|1.2 Characteristics of the floating mode and how to manage it

An additional tab is automatically displayed in the ribbon when you insert an object. This tab
contains all the commands related to this object. The command to position the object is part
of these specific commands. The user can therefore change the default layer and set the
object to belong to the other layer. As this is very important, we wish this topic to be the first
one to be explained.

Main characteristics of the floating mode :

The object can be placed freely on the page
The body text wraps around the object
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1.2.1 Turn a fixed object into a floating one : position and text wrapping

e Select the object — click the tag atits  Or e Tab dedicated to this object — usually

top right FORMAT — ARRANGE Group
A |< LAYOUTOPTIONS X Bring Forward ~ |2
— - Send Baclkward
- - ra
In Line with Text TmFi EL} Selection Pane |

™ A |n Line with Text
~ Square
With Text Wrapping . |
o Tight
S o FE o PR =~ B ¥ Through
o Top and Bottom
no= I = Behind Text
= InFront of Text

Mowve with text G

Fix position on i

page
See maore...
T More Layout Options...
Set as Default Layout
In Line with Text This corresponds to the text layer (layer 1)
To fix the object to the insertion point
Square, Tight, The object is floating. If there is no text near, the command label
Behind or In Front of is indifferent because it relates to how the text will be wrapped
Text around. If there is text near, here below some examples :
Square Tight
) Loremdips i Loremdipsumdolars
Maecena: porttitarcongu
sedpulvir ultricies, pu
commodc magna-er
enim.fus Vivamus
morbirist senectLj
turpis ege Proin-pha
Aeneant | ) rtitor D
Inportitor.-Doneclaoreetnonummy-augt I:lrelm..{n & ailea bt p? tor. i on
vitae nratinmamattie none Manricwnetn srajaneniiaar aintitatadirae nratiim
Behind Text In Front of Text
Wi -"T‘. foue.Susg
allquetﬂedtaﬂn - ede Suspendisse- allquetped:aﬂn = ue Suspend
To get a washout effect
| Word : the links between the object and the body text Page no
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# Behind Text : when a very small object such as a picture is placed behind the text, you may well
no longer be able to click and select it. Consequently you'll need to switch to the select objects
mode through : HOME Tab — EDITING Group — SELECT Button — SELECT OBJECTS Bultton.

Edit Wrap Points
(not available if the graphic is
not floating)

To be combined with Tight but with no effect on a
bitmap image. Indeed you need to work on a vector
object. With this option you can set how the text should
wrap around the empty zones of the drawing :

1

" ) _

_ \ Lorem-ipsum-dd¢

J " Congue-masse
.. malesuac
T

. T
"“\{A/’ . “T Nuncvi

e

» Pelle
d
fames

L
mattis, -nunc.-Mauris-eget-ne

Move with text / Fix position
on page

If you need to position the object on the page rather
than inside a paragraph, you may click and drag it but
it is interesting to note that there is a button with some

[
i

[ gy . p—
/% Loremipsum-do =

Y —
' massa. Fusce pom
\
.

\ . libero,-sit-:
"“\/{, . | Nuncviv

= Pellen
" fames-
orcly

\ I

L are i
mattis. -nunc.-Mauris-eget-nec

In relation with the anchor (see next topic)

.1 Bring Forward
0 Send Backware

et X =0 Position Wrap _
preset positions (but caution this is only for a square - Text - DOl Selection Pane
text wrapping) In Line with Text

Click on the fist button to revert to layer 1 by fixing the
object to the insertion point.

With Text Wrapping

v

-

[

[l [ ]

H

Maore Layout Options...
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1.2.2 The role of the anchor

The floating object is fixed by its « anchor ». The anchor

. g il
is fixed onto the nearest paragraph (in the screen capture, 1 )
the XXX paragraph). When you click on a picture the @ %"iﬁ ¢ IS——
anchor appears next to its paragraph.

0?:0
When you move the object, the anchor automatically O-q")
moves.
The anchor belongs to layer 2 and will no longer be
displayed once you click in the text.
You select the anchoring paragraph and delete it The object is deleted
You insert text before the anchoring paragraph The object is moved
You insert text after the anchoring paragraph The object is NOT moved

Fixing the anchor — Moving with text

e Drop-down menu of the TEXT WRAPPING Or Drop-down list of the pictre (top
Button or of the POSITION Button — right)
MORE LAYOUT OPTIONS Option — N = o
PICTURE POSITION Tab

* Move with text U

Options . .-
Fix position on
IMove object with text page
|:| Lock anchaor
See more...
Move object On (by default) : when you move the anchoring paragraph, the object

with text moves.

Off : when you move the anchoring paragraph, the object does not

move.
Fix position Corresponds to turning off the Fix Position on Page
on page previous option

' Keep your object in the same place
on the page as text is added or

The tooltip tells you about it quite deleted.

clearly :

Remember, if its anchor moves to
the next page, your object moves as
well,

Lock anchor The anchor displays a paddle lock. If the option is on, it means that the
object can be moved but the anchor will stay next to the anchoring
paragraph. Moreover the object and the anchoring paragraph will always
remain on the same page.
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1.2.3 Default wrapping settings

O FILE - OPTIONS — ADVANCED Category

Cut, copy, and paste

Pasting within the same docurnent: Keep Socurce Formatting (Def
Pasting between documents: Keep Source Formatting (Def
Pasting between documents when style definitions conflict: | Use Destination Styles (Defau
Pasting from other prograrms: Keep Source Formatting (Def
Insert/paste pictures as: In line with text |

Keep bullets and numbers when pasting test with Keep Tes e

[ Usethe Insert key for paste iinEbathited

Show Paste Options button when content is pasted

- H Square

o= Tight

= Behind text

® Tab dedicated to the object — usually I EnenlEant &
FORMAT — ARRANGE Group )

Send Backward

'ler;pv EI} Selection Pane |
&| |n Line with Text
= Square
= Tight '
= Through
= Top and Bottom
£ Behind Text
= InFront of Text
T More Layout Opticns...
Set as Default Layout
Interactions between the two methods :
In Front of Text + Fix position on page @ => Fix Position ... remains
Then Square par @
In Line with Tex par @ ou @ Back to default settings : Move
with Text
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2 Excel : the links between the object and the
underlying cells

Less visible and less « bulky » than in Word but definitely present ... Any object (picture,
shape, chart ...) is linked to the underlying cells.

At first the object seems free : you can move it and position it on the sheet as you need.

But if you change the width of one of the underlying columns, this is what will happen :

A | B | ¢
1 1] I
2| 2
T3 | 3
4| 4
5 | 5 !
How to free the object .
Format Picture M

Display the object properties. Usually a right - -
click and the shortcut menu will display the {» /] e
SIZE AND PROPERTIES option or you can
use the dialog box launcher that is located

. [
at the bottom right of the SIZE group SIZE
(FORMAT Tab) 4 PROPERTIES
The formatting pane will be displayed on the Move and size with cells
right of the window * Move but don't size with cells

Don't move or size with cells
+| Print object
+| Locked

Lock text

# Drawn shapes and charts : complete link when you work on the underlying col/rows
Picture : the MOVE BUT DON'T SIZE WITH CELLS option is automatically active. This is why
the picture size does not change when you work underlying col/rows.

Move and size with cells Default setting. The object will be automatically sized
when you change the width/height of the underlying
columns/rows and will be moved when the underlying
cells are moved.

Move but don’t size with cells  No incidence on the object when you change the
width/height of the underlying columns/rows but the
object will be moved when the underlying cells are
moved.
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Don’t move or size with cells

The object not affected by any of the two above
mentioned commands.

Chart : no right click to access these options but the SIZE group is located as usual on the

FORMAT Tab.

3 Excel : printing and locking (protection)

|3.1 Printing

By default objects are printed. But you may choose not to print one particular object. This can
be handy when you have set navigation buttons or macro buttons, as these are required on

screen but not with a printout.

In the properties dialog box (previous screen capture) and uncheck the PRINT OBJECT

option.

|3.2 Locking the object (and its text) when protecting the sheet

Check on/off the LOCKED and LOCKED TEXT options in the above properties dialog box
(previous screen capture) if you need to prevent users to move or size the object and/or edit
its text. The two options are on by default.

The locking will become active when the sheet has been protected : HOME Tab — CELLS
Group — Drop-down list of the FORMAT Button — PROTECT SHEET Option (adding a

password is optional).

| Excel : printing and locking (protection)
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PICTURES AND CLIPARTS







1 Inserting a picture file

e INSERT Tab — ILLUSTRATIONS Group — PICTURE
Button O] = K' S =]

Pictures| Online Shapes Smartért
Pictures -

Illustrations
o A File-Open dialog box is displayed.
e Select the required file
e Insert

Word reminder : the inserted picture belongs to layer 1. Even though the green handle allows
rotation, the picture is still fixed to its insertion point. It is not possible to drag it and place it freely on
the page.

Default folder

Word : the folder defined in the Word options : FILE OPTIONS Button —ADVANCED
Category — GENERAL Topic - FILE LOCATIONS Button — CLIPART PICTURES Line
If the line is empty, the default folder will be the last used one.

Excel : by default it is the PICTURES folder (in your profile — on the C drive). Otherwise, it is
the last used one.

Inserting and linking

Word
At the bottom of the inserting dialog box, the _ _
INSERT button displays the following drop- v | Al Pictures (“emf".wmf™jpg;” v
down list : ———
Tools - Insert |"r Cancel
Insert
Link to File

Inzert and Link

Insert Simple insertion. Corresponds to double-clicking on the file. The
picture is totally inserted and the file weight will increase accordingly.

Link to File Even though the picture is displayed in the document, the picture does
not belong to the file. There is only a link indicating the folder where
the picture is stored. If you rename, delete or move the picture file, the
link will be broken and the next time the document is opened, there will
be an error message in place of the picture. As this option does not
incorporate the picture to the document, the file weight is not
increased.

Updating the picture file : automatic when the document is opened or
manually through pressing the F9 key on the picture.
(funny to say SHIFT + F9 or ALT + F9 does not toggle codes).
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Updating the link : FILE — INFO —
PROPERTIES Pane (on the right) .

Si I'option n’est pas la, cela veut dire qu’il N’y
a pas de liaison.

Insert and Link  As for the previous option but additionally the

the document.

Related Documents

|| Open File Location

[ Edit Links to Files

Show All Properties

picture is fully inserted in

Excel : identical options. FILE — INFO — PROPERTIES does not display any link option.

Nevertheless, when you modify the source picture file, there is ind
automatically updated when you close and re-open the workbook.
(only hint about this link : the picture is inside a white square)

2 Inserting an online picture

eed a link as the picture is

e INSERT Tab I__|-
adl| lag [ TB
Pictures) Online |Shapes SmartArt
Pictures| -
INustrations
Insert Pictures
|:'I Office.com Clip Art
) Royalty-free photos and illustrations
Bing Image Search
Search the web
i, Jael De Nardo’s OneDrive Browse »

o

jaeldenardo@hotmail fr

At the bottom of the dialog box : access to the social networks
such as Facebook ...

If you go ahead you will be re-assured about Microsoft
confidentiality policy. You will be then prompted to provide

Also insert from:

your login and password ...

Bing : you are warned that pictures can have a copyright. Each picture displays its source

site.

| Inserting an online picture
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Type one or more keywords

The dialog box displays the matching pictures : CTRL for a possible multi-selection and click
on the INSERT button.

Caution : the inserted picture must be considered as a « big » character. It is not possible to
click and drag it for a free placement on the page. If you wish to position the picture, a good
idea is to insert it into a table cell (whose borders should have been removed). A handy
solution to display pictures or pictures and text side by side.

Even though the picture has a round handle to rotate it, this does not make it a floating object
that can be placed freely onto the page.

3 Inserting online videos (Word and PowerPoint
but not Excel)

INSERT Tab &
[ al " EE_' &

Apps for | Online | Links
Office~ | Video s
Apps Media

Insert Video

Bing Video Search

Search the web

. YouTube * |In Internet Explorer : right
mui!.; The largest worldwide video-sharing community! click the video and option
Remove COPY EMBEDDED CODE
From a Video Embed Code
@ Paste the embed code to insert a video from a web =

o)

site

YouTube was suggested at the bottom of the dialog box.
A simple click and the service was added.

Here after a video from DAILY MOTION (Paléo Festival
2013)

Running the video : the Word document goes into the
background and the video window gets a little bit
enlarged. Press the ESC key to revert to the document.
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4 Windows 7 : the concept of libraries

When it comes to pictures, it is important to understand well what is behind a library or
mishandling can become dangerous.

Picture files always have a physical storing address : a subfolder in the public profile for
default Windows pictures, a subfolder in your profile for downloaded pictures, a network drive
for the company’s pictures and so on. But it can be a bit awkward to navigate from one folder
to the other one when you search for a specific picture. That is when a library can be handy :
it includes all the folders you need into the main Windows Explorer tree.

Here beloyv my Organize « Share with « Slide show Mew folder
personal library :

. 3 Favorites ~  Pictures library
Includes: 3 locations
4| Libraries

- [ Documents 4 My Pictures (2)

5 . ChUsersyjael
! Music
4 || Pictures
4 | 2] My Pictures
Microsoft Clip Organizer b
4 Public Pictures = f I
Sample Pictures Microsoft Clip
Cormpany-Pictures (C:) Organizer

. BBl \idanc

It is the option 3 locations that allows to add any custom folders. In the above screen
capture, | have added a folder named Company-Pictures and containing lots of subfolders
filled up with various pictures and clips.

Your files are not physically stored in the library and consequently the folders are not
physically double.

But caution : removing a file implies that you remove it from the library and also from
its source location. To remove only a location : display the location dialog box, select the
required folder and click on the REMOVE button.

5 Creating a picture with the screen shot tool

e Onglet INSERT — Groupe ILLUSTRATIONS - Bouton SCREENSHOT

& store W & Hyper  Available Windows : capture one of the
&+ I Backn  UNderlying windows by simply clicking on it
Screenshot M My Apps - Wikipédia o ]
- SEEYIRP [Hcress- screen clipping : capture a region of the
Available Windows window located just beneath the active
ettt Err one.

The screen capture is automatically
inserted to the insertion point.

Major drawback of this little tool : to capture
a window region, it is compulsory that the

@+ Screen Clipping window is located just beneath the active one
as the SCREEN CLIPPING option does not
provide any other choice.
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6 Managing by using the mouse

Selecting a
picture

Selecting more
than one picture

Sizing

Moving/Copying

Deleting

Click on it

Word : the pictures must be in floating mode
Excel : no special mode

Usual Windows techniques : CTRL or SHIFT
You may also use the object selecting arrow :

Word : HOME Tab — EDITING Group — Drop-down list of the
SELECT Button - SELECT OBJECTS Option

Excel : HOME Tab — EDITING Group — Drop-down list of the FIND
& SELECT Button —SELECT OBJECTS Option

Only objects can be selected. You may click and drag to include all
required objects (any object 100% included will be selected)

Caurtion : if you click and drag a side handle, the picture’s
proportionality will not be preserved and the picture will get deformed.

Therefore always click and drag a corner handle.

To resize all corners simultaneously : hold down the CTRL key then
click and drag

Move : click and drag the picture (make sure you do not click onto a
sizing handle)

Copy : proceed as for a move but hold down the CTRL key while
dragging. You may also click-and-drag using the mouse right button :
a shortcut menu will give you the choice between move and copy.

Click on the picture and press the DEL key

New 2013 for floating objects : When you move an object such as an image, chart, drawing

... around in a document, green alignment guides automatically appear to show you when
the object is lined up with other elements or key page locations (edge — left — right margin).
Here a middle alignment :

€
LEE E E B EE
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7 Working the on the picture

© FORMAT Tab on the Ribbon
® Right click the picture and FORMAT PICTURE

The commands of the FORMAT tab but also

Format Picture v R
more advanced graphic settings
OB |

D O =

4 SHADOW
Presets D -
Color & -
Transparency | s
Size I :
o . -1 Alas no quick preview on the selected
. T picture
Angle I -
Distance I -

I REFLECTION

I GLOW

b SNFT FGFS

|7.1 The ADJUST Group

EE| Corrections ~ :IQ: Compress Pictures
il
m—_— a3 Color - Eg Change Picture

Remove

Background Artistic Effects - Y] Reset Picture -~
Adjust

7.1.1 Remove Backbround

Or when Word tries to do the same as Photoshop ....
(the picture below is free of rights because it is provided by Microsoft in its online gallery)

Source picture You modify the area The result

Cwr—————0

Let’s be honest : the result is rarely what we expect. Photoshop is still better ...
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Use the following buttons to add / remove areas : Q o
. -2 Q(

The mouse pointer turns into a pen : draw a line. But please : :

. . Mark Areas Mark Areas Delete
note that the exact area will be automatically set by the i er R [
program ...

Refine

7.1.2 Corrections

Another picture : Sharpen/Soften

Brightness/Contrast

The tear-off displays lots of
possibilities in terms of brightness

%f Picture Corrections Options...

7.1.3 Color

Color Saturation

e N e Ns ~
o ey i =g B SO s P S g
- -~

{

Color Tone
~o ~ . e ~
o e A g APOSSGPES ze A g
. : :

Recolor

- e e

§‘v More Variations >

®4 Set Transparent Color

{2/ Picture Color Options...

| Working the on the picture Page no




MORE VARIATIONS

Choose a filter color from the active theme

SET TRANSPARENT COLOR

Click on the option

The mouse pointer will change shape

Point the required color on the picture or on the clip
Caution : only one color (if it is shaded : only one shade)

Cancel
Select No recolor (bordered picture in the RECOLOR section)

Shading off all colors (watermark)
It corresponds to the 4th picture in the RECOLOR section

7.1.4 Artistic Effects

Sketch, hand drawing or
painting effects

&o' Artistic Effects Options...

7.1.5 Compress Pictures

To reduce the weight of the pictures inserted into a document or a workbook and

consequently reduce the size of the final file.

Compression options:
Apply only to this picture
Delete cropped areas of pictures

Target output:
Print (220 ppi): excellent quality on most printers and screens
Screen (150 ppi): good for Web pages and projectors
D E-mail (26 ppi): minimize document size for sharing

@ Use document resolution
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Here below some tests (1 picture file of 4.05 Mb inserted into a Word document) :
Test done for Word but valid for Excel

®] 0-standard-insert.docx

® 1-compression.docx

Eﬂ 2-crop-compression.docx

®l] 3-96pp.docx
@A-EEDpp.chx
#] 5-150pp.docx

Simple insertion

Compressing the
picture (using the
default settings)

The Delete cropped
areas of pictures
option

Target output

19,04,2011 0748 Document Micros... 470 Ko
19.04.2011 07:49 Document Micros... 470 Ko
19,04.2011 0749 Document Micros.., 269 Ko
19.04.2011 0751 Document Micros... 52 Ko
19.04.2011 07:50 Document Micros... 470 Ko
16.04.2011 075 Document Micros... 100 Ko

Insert the picture file and save the document — standard

(test no 0).

Microsoft automatically applies compression as the size of the
file is far less than the picture source file.

Default settings and press the OK button (test no 1).
The size is identical to test no 0

Rule : pictures are ALWAYS compressed

If you crop but do not compress the picture, cropping is only a
"screen” operation. Click on the RESET PICTURE button and
you will see the cropped areas. Consequently the same size.

The picture in the document has been cropped and the cropped
area deleted (test no 2). The size is reduced significantly and the
picture can no longer be reset.

Compression at 220 pp (test no 3)
Compression at 150 pp (test no 4
Compression at 96 pp (test no 5)
The size is drastically reduced

# The compression remains when you copy-paste compressed pictures

7.1.6 Change Picture

Purpose : replace a picture with another one but without losing customization (formatting

effects for instance).

e Select the picture to be replaced and click on the CHANGE PICTURE
e An OPEN dialog box is displayed : select the required picture file
e The replacement is done

7.1.7 Reset Picture

(VI Y

“a Styles -
UL Reset Picture
|

L

Rezet Picture & 5ize

Reset Picture: remove all formatting attributes
Reset Picture & Size : back to the source size (even
before it was inserted into the document)
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|7.2 The PICTURE STYLES Group

= |y | Fvm g EPiCturEBﬂ-rderv
aml| |l | | | ottt el |- |} Picture Effects
- lE-::,F"ictl.JrE: Layout ~

Picture Styles

7.2.1 Picture Styles

Make your choice, it is a large one.

7.2.2 Picture Shape and Picture Effects

(P

Border color, size, weight ... Theme colors or standard colors. Heap of effects ...

Epicture Border - IE' L4 Picture Effects = =

Theme Colors

Mnej

HE EEN EN g—"'ﬁet v

;| Shadow 3
.|I||||||| = |

To turn one or more pictures
into a SmartArt

Standard Colors sl | Reflection (S
mn EEEERN
Mo Outli -
=0 SHEnE ] YT [
w# More Outline Colors...
= Weight 3
== Daghes 3
7.2.3 Picture Layout
FUSILIUT ¥ Idpr -
ET‘: Picture Layout = - Text Eh&election Pane k-
2~ O I;m_
. [ H - = Ll
2 oE T

= 0O O
{:%%% &R 0—0—_00_8
(W= | CE=1 M1 g=g=s
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Fixed pictures : you can only select
one picture to create the SmartArt

Floating pictures : you can select
more than one picture to create the
SmarArt (floating)

# Pictures are not copied into the
SmartArt but they are moved.

|7.3 The ARRANGE Group

Word Excel

Position Wrap . - .
- Text - h Rotate - oli Selection Pane k Rotate ~

.1 Bring Forward - |: Align - |: Align -
0 Send Backward -

Arrange Arrange

Floating mode
All above tools imply that the pictures are in FLOATING mode.

This is quite logical : how could you have a background,
foreground ... ?

The buttons to position and work with text wrapping have
already been explained in the Office Generalities chapter.

7.3.1 Bring Forward / Send Backward

The commands include BRING TO FRONT / SEND TO BACK.
Word additionally includes BRING IN FRONT OF TEXT / SEND BEHIND TEXT.

When pictures are overlapping

Front and Back Select the picture you wish to place at the top / bottom of
the pile. Click on the corresponding option

Forward and Backward If more than two pictures are stacked, you may choose to
move up or down the selected picture in the pile.

Word : Front / Behind Text Does not work with pictures, rather with drawn shapes.
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7.3.2 Selection Pane

This selection pane is helpful to manage objects on the Word page or Excel worksheet

Selection
Show All || Hide All
Freeform 3

Rectangle 2
Picture 2

# Other access: HOME Tab — EDITING Group — Drop-down list of the SELECT (Word) / FIND &

* X

ik ||

-

Click on the « eye » button and the object will not be

displayed on the sheet (and also not printed)

The eye is grayed out : the object is not floating
Double-click on the object name : you can rename it.

Rectangle 2 -
Little pig with red boots] |

SELECT (Excel) Button —SELECTION PANE Option.

7.3.3 Align

First select the pictures (with the CTRL or SHIFT key). Here below the pull-down menu :

Word
[e Align~ 1

Align Left

0

Align Center

o {lo

Align Right

=
=
2

Align Top

=

Align Middle

=
[
=

Align Bottom

Distribute Horizontally

=

Distribute Yertically
Align to Page

Align to Margin

+ Align Selected Objects
+  Use Alignment Guides
View Gridlines

HE  Grid Settings...

Align ....
(left, center ...)

For the following three cliparts

the option was ALIGN
CENTER (middle — vertical)

Excel

e 0] 2A |50k

Align Group Rotate ﬁWid

- - -

0

Align Left

Align Center

o o

Align Right

=
=
3

Align Top

&

Align Middle

=
—
©

Align Bottom

Snap to Grid

"

Snap to Shape
M View Gridlines

(A7
oI

| Working the on the picture

Page no

34




Distribute ...

Word

Align to Page, Align to
Margin or Align Selected
Objects

These options change the
result generated by the above
ALIGN options

View Gridlines

To horizontally or vertically distribute the spacing
between the selected pictures (or objects)

On by default : Align Selected Objects

Align to Page : when you choose one of the align options
it is applied to the page. Top will mean top of the page —
above the header for instance.

Align to Margin : when you choose one of the align
options, it is applied according to the document margins.
Top will mean top of the editing area (inside the document
margins), just below the header.

Align Selected Objects
The objects are aligned after their own position and
regardless where they are placed on the page.

The editing area (inside the document 1
margins) displays gridlines (it looks like N N,
graduated paper). " e
Gridlines and grid are equivalent options. hl —
(see next topic). L -
Grid Settings Grid and Guides ?
Alignment Guides
Egisplay alignment guides:
[+] Page guides
Margin guides
Paragraph guides
Object Snapping
Snap objects to other objects
Grid settings
Horizontal spacing: 0,32 cm 5
Vertical spacing: 032 m
Grid origin
Use margins
Horizontal origin: 25em 5
Vertical origin: 25cm =
Show grid
|:| Display gridlines on screen
| Vertical every: 1 =
Haorizontal every: 1 =
|:| Snap objects to grid when the gridlines are not displayed
Set As Default Cancel
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Snap objects to other objects (on by default)

This option will help you to align a drawing on the vertical or horizontal lines of
another drawing.

For example : draw a line or an arrow between two shapes so that each end touches
the shape’s borders.

Grid (off by default)

The grid is an invisible network of lines that covers the screen. As you draw objects,
their corners align on the nearest intersection of the grid. Although you do not see the
grid, it automatically helps align objects. If you release the mouse button and the
shape or any other drawing automatically « jumps » one or two millimeters it means
that the grid is active. The object is adjusted to the nearest intersection.

Grid settings : spacing for the grid lines (0.32cm by default), where the grid should
start on the page, display grid lines every 1 - 2 - 3 lines ...

# Itis possible activate the grid but move an object without following the grid by pressing
the ALT key while moving the object.

When the grid is off : moving is free and to the mm.

Excel
Snap to Grid Corresponds to the explained above options. Less
Snap to Shape options as there is no dialog box.

View Gridlines

7.3.4 Group

When you select several pictures or objects they can be S— —
grouped to create one graphic object (the inside objects /Sa-lé$
can still be selected individually). And later on you may
ungroup or regroup them very easily.

7.3.5 Rotate

U

Word : rotate options can be applied to any picture (a "k -
fixed one/layer 1 or a floating one/layer 2).

"k Rotate Right 80°

More Rotation Options : displays the formatting pane at the A~ Rotate Left 90°
Size section (where you may specify a rotation in degrees). S
= Flip Vertical

d  Flip Horizontal

T More Rotation Opticns...

L
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|7.4 The SIZE group

2399 cm

L

eos 5.03 cm

-

Crop

Size Ma

The possibilities to crop have
been tremendously improved
(including the 2007 release) :

Crop

The picture displays the
cropping handles that you
can drag

Fill : the picture has
been enlarged by
cropping « out »

Sizeincm

Crop 1275 em

As

[ Fit

Crop to Shape
The shapes tear-off is
displayed

Fill : the picture fills the area,
the ratio is preserved but this
can imply that some parts of
the pictures may be missing

S l]422em

Crop
! Crop to Shape »

Fill

Crop and size

Here below a picture (free from
right as it comes from the
Microsoft online library)

pect Ratic  »

Aspect Ratio (16 :9)
Choose from 2:3, 3:4, 4:5 ... for
portrait, 16:9, 16:10 ... for
landscape

Fit : the picture fills the area
as much as possible, the
ration is preserved. Nothing is
missing from the picture but

the area may not be fully filled.
L oy

Set one measure only, the other will automatically adapt to

preserve the aspect ratio (on by default)
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Dialog box launcher

Layout ?

Position | Text Wrapping Size

Height

(®) Absolute (9.16em |5

4k

Relative relative to | Page
Width

(®) Apsolute [3.21em |5

Relative = relative to | Page
Rotate
Rotation: o =
Scale
Height: 83 % = Width: 83 % o

Lock aspect ratio
Belative to oariginal picture size

Original size
Height: 11.03 cm Width: 9,89 cm
Reset
The options are rather clear : size, rotation, scale and crop ...
Scale is interesting : is preserving proportionality important ?
Excel : the above dialog box displays the : - X
formatting pane on the right, open at the Format Picture
SIZE and PROPERTIES sections SHAPE OPTIONS | TEXT OPTIONS
¢ Ty .
W IO IS
4 SI7E -
Height s
Width -
Rotation 0" -
Scale Height 100% -
Scale Width 100% :

8| Lock aspect ratio
Eelative to original picture size

Original size
Height 9.92 cm Width: 13.23 em

Reset

I PROPERTIES -
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1 Inserting a SmartArt

e INSERTION Tab — ILLUSTRATIONS '-j] e
Group — SMARTART Button - @ rl<> &1+
Pictures Online Shapes|SmartAr] Screenshot
Pictures = =
INustrations

Process

Cycle

All
List —
=]

Hierarchy
Relationship

Matri : ===
atrix C
=

Pyramid
Basic Block List

Picture Use to show non-sequential or grouped

blocks of information, Maximizes both
harizontal and vertical display space for
shapes.

Office.com

@ E DS E L §

HEN E?»

Here below an example :

f 9
. . 5
Type your text here * Collect infermation
. * Create draft
* Collectinformation * Have sample made y
* (Create draft
<
* Have sample made
.3 * Analysis
* Analysis A
. 3 ~
* Production * Production
* Feedback * Feedback
,f
Vertical Chewron List...
h, 2 L J
Word : by default a SmartArt belongs to the text layer (not floating)
Excel : standard object
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2 Managing the SmartArt by using the mouse

Select

View / Hide the Text
Pane

Delete

Move/Copy

Size

Click on the outside border.
No round handles as for pictures but corner handles display three
little dots. No green rotation handle.

If you click on one of the inside shapes, you only select this one.
This shape will display the usual sizing round handles and the
green rotation handle.

When you click onto text, you simply position the cursor.

Click on the handle — on the SmartArt left side

Select according to what you need to delete (either the SmartArt
itself or a given inside shape) and press the DELETE key.

Inside shapes can be freely moved (they are floating inside the
SmartArt)

Word : the SmartArt cannot be freely moved because it is not
floating. Excel : the SmartArt can be moved as any standard
graphic object.

Click and drag a size or corner handle (no problem of
proportionality as with pictures).

3 DESIGN Tab

3.1 The CREATE GRAPHIC group : adding a shape, a bullet, changing the
layout, the shapes order ...

| Ajouter une forme -

[ ] Volet Texte

(:) De droite & gauche

Créer un graphigue

Add Shape

Add Bullet

To add in an inside shape.

Note : some types of diagrams will not allow you to add shapes
(such as the gear type). In this case, a red crossed out bullet will
indicate the command unavailability.

You can add a bullet provided that the insertion point is
placed in the text, inside a shape. Note : pressing the ENTER
key at the end of a bullet paragraph will produce the same result

According to the type of diagram, adding a new bullet may
generate : a new paragraph inside the existing shape (list diagrams
for example) or a new shape containing a bulleted paragraph but
attached to the active shape (gear diagram for example).
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Text Pane To show or hide the typing pane that is displayed at the left
or at the right of the SmartArt.

Promote / Demote Change the shape/bullet position in the SmarArt hierarchy
Move Up / Move Down Change the shape/bullet order position

Visual help : display the Text Pane
For a bullet : TAB = demote / SHIFT + TAB = promote

Right to Left Inside shapes are reversed according to the chosen direction
(one click = from right to left / one more click = from left to right)
Layout Not available for all types. e —
Essentially for hierarchy
diagrams % Standard
S Both

g? Left Hanging
?g Right Hanging

# Typing text inside a bulleted list : when the quantity of text increases, the size is automatically
reduced accordingly. Not only inside the current shape, but in all shapes.

# Format of the text : you may apply formatting attributes in the Text Pane or directly in the shape
itself. But please note that the format will be displayed only in the shape (not in the Text Pane)

|3.2 The LAYOUTS and SMARTART STYLES groups

R o
C=0 EE= k= °
o= = (EE]| e | | Ie
O—="] —li= _| | Change -
Colors =
Layouts Smarthrt Styles

Use the Layouts gallery to change the SmartArt without having to return to the INSERT Tab.
At the bottom of the gallery : the MORE LAYOUTS option display the general SmartArt insert
dialog box.

The CHANGE COLORS button displays variations of the theme colors
At the bottom of its gallery : the RECOLOR PICTURES options will let you match the pictures
colors to the SmartArt colors

|3.3 The RESET group

What will be reset ? Changing the order (right to left for instance), "
changing the colors or the styles effects ... but no effect if you have =]
applied levels to typed text, changed the layout or changed the size. Reset
Graphic
Reset
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Excel

[T
The group displays an additional button : CONVERT TO SHAPES V= =

r= . . >0
To convert each inside shape into an independent drawn shape Reset  Convert

Graphic to Shapes

Reset
4 FORMAT Tab
|4.1 The SHAPES group : working each shape individually
LT;} Change Shape -
) EH Larger
Edit
in 2-D % Smaller
Shapes
Select the required inside shape(s)
Edit in 2-D Available only if the SmartArt is in 2D style
Change Shape The gallery is the one displayed when you need to create a
drawn shape. Make your choice and the shape will be adapted
accordingly.
Larger / Smaller To change the size of the internal shapes.

You may also produce the same result by clicking and dragging the
shape handles.

Here after our SmartArt with a few changes

=Collect information
»Create draft
=Have sample made

=Analysis 8
»Production
sFeedback

|4.2 The SHAPE STYLES group : colors, fill, outline ...

& Shape Fill - According to your selection : the whole
. SmartArt or the selected shape(s
Abc Abc | Abc | - | L# Shape Outline - pe(s)

T Shape Effects -
Shape Styles P
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|4.3 The WORDART STYLES group : effects applied to the shape text

A\ Text Fill -

A A L = &7 Text Outline ~

i Text Effects = |
WordArt Styles ) According to the selected text

|4.4 The ARRANGE group : bringing to front or sending to back, aligning,
rotating ...

Word : < Ali
& Align %] Height: [7.86 cm

Position Wrap -

q - . .
+  Text- Ol Selection Pane "\ Rotate~ | €3 Width: [9.33cm

Arrange Size P

The commands will be available only if the SmartArt diagrams are floating (layer 2).

To make it floating : WRAP TEXT button or POSITION or the following button — Ty
at its top right side

Options about Position and Text Wrapping have been explained at the beginning of this
documentation. The Bring to Front, Send to Back, Align, Alignment, Gridlines ... options are
explained on page 33.

New 2013 for floating objects : When you move an object such as an image, chart,

drawing ... around in a document, green alignment guides automatically appear to show you
when the object is lined up with other elements or key page locations (edge — left — right
margin). Here a middle alignment :

1
1
v 3
1 | ||
: | |
Excel : R - —
Same commands without the buttons .J D C1s | € @
linked to position and text wrapping. Bring Send  Selection Align Group
Forward = Backward = Pane - -
Arrange

|4.5 The SIZE group

& Set the size in cm
% [| Height: |7.86 cm

oy Width: 9.53 . . L
ces T o Note : you may also size the SmartArt by simply clicking

Size and dragging its sizing handles.

il
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DRAWN SHAPES AND
DRAWING CANVAS







1 Inserting a drawn shape

e INSERT Tab — ILLUSTRATIONS 1) i
Group — SHAPES Button r\L’ I | | @ | W

Shapes SmartArt Chart Screenshot ﬂM}

- -

Recently Used Shapes
ENNOOOAL LY G
% N

Lines

SN TLTLLTLNGG
Basic Shapes

HOOUOO® ANOQOLy

OO0 CO@AVXS
(GRIDESI DI

Blark Arrows

Word : these autoshapes are floating and therefore belong to the layer number 2. The shape
is anchored to the nearest paragraph but it can be dragged and positioned freely on the
page. Excel : standard graphic object.

Il.l Creating the shape

e Click on the required type then release mouse
e Position the mouse pointer where you need to start drawing
e Click and drag to size the shape

1.1.1 Drawing perfect shapes (squares, rounds ...)

Keep the SHIFT key pressed while drawing.

1.1.2 Drawing from the center outward

Keep the CTRL key pressed while drawing.

1.1.3 Drawing a perfect shape from the center outward

Keep the CTRL + SHIFT keys pressed while drawing.

1.1.4 Drawing the same shape several times

For all shapes except the text box

Right click the required shape

Select the LOCK DRAWING MODE option

Click and drag and create as many shapes as you need
Finished ? : press the ESC key on the keyboard
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1.1.5 Special : scribble and freeform

Scribble : the mouse pointer turns into a pencil. Click and drag to draw.

pointeur de la souris se transforme en crayon, dessinez.

Free form : click in sequence to create straight segments and click and drag to create curves.
Double-click to end the shape or click on the start point.

Edit segments to modify them : right click the shape and select the EDIT POINTS option.
See topic on page 51.

1.1.6 Adding text

Select the shape and type or
Right click the shape and ADD TEXT (Word) / EDIT TEXT (Excel)

|1.2 Managing the shape by using the mouse

Selecting Click on the shape

Select more than one shapes by using the usual Windows
techniques : CTRL or SHIFT. You may also use the arrow to select
objects.

Word : HOME Tab — EDITING Group — Drop-down list of the
SELECT Button — SELECT OBJECTS Option.

Excel : HOME Tab — EDITING Group — Drop-down list of the FIND &
SELECT Button —SELECT OBJECTS Option

Objects will have a selection priority. You can click and drag to
include all the required objects (any object 100% included will be
selected)

Sizing Click and drag a side or corner handle. No proportionality issue as for
pictures.

The yellow lozenge

Many shapes will display this yellow lozenge ?
when selected. You can use it to re-size a

portion of the shape (here the width of the |
arrow)

Rotating It is the round white handle

Word : the typed text does not follow the rotation applied to the
shape. The only solution : the TEXT ORIENTATION button (FORMAT
Tab — TEXT group). Or copy-paste the same shape but created in
Excel ...(caution, the text will not be editable)

Excel : the text follows the shape.

Moving/Copying  Move : click and drag the shape (caution do not click onto a sizing
handle). If you combine this with the CTRL key, you will copy the
shape. Or click and drag the shape but using the right mouse button
and you will be prompted to choose between a copy and a move.

Deleting Click to select the shape and press the DELETE key
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New 2013 for floating objects : When you move an object such as an image, chart, drawing
... around in a document, green alignment guides automatically appear to show you when
the object is lined up with other elements or key page locations (edge — left — right margin).
Here a middle alignment :

€
A=

|1.3 FORMAT Tab

1.3.1 The INSERT SHAPES group

\ \.l:li::[:l fj:EditﬂhapEv
&,—L—L,Eb@ﬁ ~ | BZ] Draw Text Box
ERTANRNRNN

Insert Shapes

The Insert Shapes To change the type of shape without having to switch to the
gallery INSERT tab.
< Edit Shape - Change Shape

To change the shape without losing formatting attributes
(colors, effects ...)

1= Edit Points Edit Points

Each segment is displayed

L_'<> Change Shape k

Click and drag a point =
the « arrow » is distorted

CTRL + click a point = the point i

is deleted and the two segments -

are consequently merged \
Click and drag a segment = you 7. .
create a hew point at the \E
dragging start point. /

Draw Text Box Button  To insert a new text box without reverting to the INSERT Tab

1.3.2 The SHAPE STYLES and WORDART STYLES groups

~| £ shapeFill - A Text Fill -
Abc | n - Eﬂhape Outline - A A - iTert Cutline -
7| CF Shape Effects - 7| /5 Text Effects -
Shape Styles ] WordArt Styles T
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The Shape Styles gallery
Colors and various shadings ... from the current theme.

WordArt Styles
WordArt Text effects are applied to the shape selected text

1.3.3 The ARRANGE group : bring to front or send to back, alignment, rotation ...

Word L 2 Align~
] 1 Ok
Position Wrap  Bring Send  Selection
- Text~ Forward - Backward~ Pane -k Rotate~
Arrange
Excel [ — »
5 O b e h
Bring Send  Selection Align Rotate
Forward = Backward - Pane v v
Arrange

The ARRANGE commands have been explained on page 33 (chapter about pictures)

1.3.4 The SIZE group

Set the size in cm.

- . - .. .
¢ [[Height: 3.23cm Sizing using the mouse can be more comfortable.
eos Width: |6.46 cm

Size Ma

|1.4 A special shape : the text box

Excel : this shape is not different from the others. The only exception : no automatic fill color

Word :
Whether you have converted a drawn shape into a A 'y
text box (by adding text to it) or directly drawn one, the Mu [4.] D
FORMAT tab displays an extra group between the Text  Align Create
WordArt Styles and the Arrange groups : Direction ~ Text~  Link
Text
Text Direction Three choices : horizontal, 90° rotation, 270° rotation
Align Text A drop-down list provides choices for the text vertical alignment in
the shape.
Create Link To link several text boxes
e Create the first text box.
e If the text inside is too long and won't fit inside, create a
second, third ... box
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e Click on box 1 and click on the link button
e The mouse pointer turns into a jug
e Click inside box 2, then box 3 ....

The text split between the total number of boxes
The other button - Break Link — becomes available when you click
on the first one

|1.5 Set the current shape format as default format

&  Only valid for this document / workbook
Right click on the shape and select the SET AUTOSHAPE DEFAULTS option.

2 Word only : creating a new drawing canvas

It is the option located at the bottom of the INSERT — SHAPES gallery.
Aim

Pictures belong to the "text layer" by default and drawings belong to the "objects layer" by
default.

Word offers a third possibility : using canvas to create a fixed drawing area into which
pictures and drawings are floating. Advantage : no need to worry about the object anchor, no
need to group object so that they can be selected a one group.

Here below an example of such a canvas :

Titre- axe-[Axis Title¥] Point-valeurs Dafa-poinif|
A Etiquette-de- Data-Label]
Axe-des-ordonnées: [-Y-Axis axisT donnéesY A

'y i i

. ) Titre-du-graphiques’
Série/-Seresy cha,f.mfgﬂp |
M

Europe Sales

3roon 24'183

25000
% 200000
& 15000
L=
= 10000

5'000

] T - T
janv. 2014 fawr. 2014 mars 2014
Qtr 1

mProduct1 mProduct 2 wProduct3 wProduct 4

l

Axe-des-abscissess Légendes Titre- axes «—
K-AxisT Legendy] Axis-Titlell
!
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Managing by using the mouse :

Selecting Click into the canvas
Sizing Click and drag a side or corner handle

Moving/Copying Move : click and drag the shape (caution do not click onto a sizing
handle). If you combine this with the CTRL key, you will copy the
shape. Or click and drag the shape but using the right mouse button
and you will be prompted to choose between a copy and a move.

Deleting Click on the canvas border and press the DELETE key

Right click the canvas and the shortcut menu will display options specific to canvas : Fit,
Expand, Scale Drawing.

Can a canvas be made floating ?

Yes no problem. Do as you would with a picture.

O Formatting tag at the drawing top right side
® Double-click on it (on the border for instance)
FORMAT Tab — ARRANGE Group — TEXT WRAPPING Button
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TEXT GRAPHIC OBJECTS
(ESSENTIALLY WORD)







1 Word and Excel : inserting a WordArt object

e INSERT Tab — TEXT Group — A [# Signature Line ~
WORDART Button 4 P2 Date & Time T[ !—!
Worvdhrt ,?;Ep, d@bject ) Equitiun S}rr‘rlb

Your-text-here*

tE

As Word provides WordArt effects to selected characters, the WordArt object automatically
belongs to the layer no2. It is therefore a floating object.

The Ribbon displays the FORMAT tab with the usual groups to work on drawn shapes
(for more explanations see page 49)

Il.l Managing using the mouse

Select Text : click into the WordArt
Object : click on the border
Size Drag a corner or side handle
Move / Copy Move : click and drag the shape (caution do not click onto a sizing

handle). If you combine this with the CTRL key, you will copy the
shape. Or click and drag the shape but using the right mouse button
and you will be prompted to choose between a copy and a move.

Delete Click the WordArt border and press the DEL key

New 2013 for floating objects : When you move an object such as an image, chart, drawing
... around in a document, green alignment guides automatically appear to show you when
the object is lined up with other elements or key page locations (edge — left — right margin).
Here a middle alignment :

€
LR R e
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2 Word only : inserting a text box pre-defined and
pre-formatted

e INSERT Tab — TEXT Group — TEXT BOX Button

The gallery :

Builtln

A Q ,q

Text Quick WordArt
Box~ Parts~ -

|# Signature Line -

E.;:L.Date & Time
] Object ~

T Q

Equation Symbol

- -

uuuuuu

o

Zone de texte simpl

m

Citation & bandes

Citation Austin

Citation, style guide

Encadré a bandes

1 @ More Text Boxes from Office.com

I Draw Text Box

Encadré Austin

I'an

These preset "templates" present how the text box will be formatted and automatically placed
on the current page. All you have to do is type text and maybe nudge down, up ... the box or
change some format attributes.

The DRAW TEXT BOX option, located at the bottom of the above gallery, can be used to
draw a standard text box.

A custom text box can be saved through the SAVE SELECTION TO TEXT BOX GALLERY
option. It can then be retrieved throgh the QUICK PARTS button (in the drop-down list of
building blocks — see documentation on Templates and Forms (Automate).

Managing the text box : as for normal shapes. See corresponding topic
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3 Word only : inserting a drop cap

This year marks the 140th anniversary of the birth of Camille Claudel, a genius of sculpture who has
never obtained the popularity she deserved and whose life and work still remain obscure to most of
us. Very often, those who ever heard of her will automatically relate her to sculptor Auguste Rodin (her
teacher and lover), but very few people have really seen her as a genuine, individual artist. For this
reason, it is important to honor the memory of Camille Claudel.

Required result :

has never obtained the popularity she deserved and whose life and work still remain obscure to

most of us. Very often, those who ever heard of her will automatically relate her to sculptor
Auguste Rodin (her teacher and lover), but very few people have really seen her as a genuine,
individual artist. For this reason, it is important to honor the memory of Camille Claudel.

This year marks the 140th anniversary of the birth of Camille Claudel, a genius of sculpture who

e INSERT Tab — TEXT Group — DROP CAP Button A [ # Signature Line ~
. E:l. Date & Time
rop
Cap~ [ Object ~
Mone
. . . A Dropped
Drop Cap Options to modify the font, the number of lines to
drop and the distance to text
-A- In margin
A= Drop Cap Options...
The drop cap is a frame. A frame works Frame ?
like a text box and is managed similarly.
Text wrapping
Double-click on the frame border and O
here below the dialog box that will be —
displayed. Mone Around
Size
Width: Auto v Atz =
Height: |&uto v At: =
Harizontal
Position: |[2.54 cm | w | Relative to: |Page W
Distance from text: |0 cm =
ertical
Position: |0 cm v  Relative to: | Paragraph |w
Distance from text: |0 cm =
Move with text
[] Lok anchar
Eemove Frame Cancel
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4 Word only : inserting the content of a file

Not really a topic related to graphic object, rather a sort of global copy-paste.
But we decided to mention the command as finding it was not really intuitive to us.

e INSERT Tab — TEXT Group — OBJECT Button — TEXT FROM FILE Option

# For Excel : use a standard text copy-paste as there is no global command.

5 Word only : inserting an equation

This is an object, whose nature would be between a graphic object and a text object.

We decided to place it among the text objects. Why ? Because of its main characteristic : it is
a content control and not an object.

This topic will not be exhaustive as only specific users will need to create equations.

Here below the main points to know :

|5.1 The gallery to choose a pre-set equation or creating a new one manually

e INSERT Tab - -
SYMBOL Group — 7C fl gri=
EQUATION Button Equation Symbaol Incorporer
@ = I'animation Flash
Click on the upper part Built-In -

The EQUATION TOOLS /
DESIGN Tab will be
displayed A=mr?

Area of Circle

Click on the lower part,
that is on the word

Equation Binomial Theorem
The following gallery will
. . n
be displayed : n
(x+a)?= Z (k)x"a”‘k
k=0
UUT AL DU I
—b +vb*—4dac
=
2a
IE' Meore Equations from Office.com k
JU  Insert Mew Equation
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Make your choice. A content control showing the : b+ Vb? — dac
equation will be inserted at the insertion point. As g 2N ac
standard controls, it is not floating. 2a

Creating a equation manually

Click on the INSERT NEW EQUATION option

The EQUATION TOOLS / DESIGN tab and its options will give you all the related tools to
modify a pre-set equation or build your own.

erx=14+x/11+x"2/2'+x"3/3! + -+, —o<x <0

|5.2 EQUATION TOOLS / DESIGN Tab

’J‘C QE-F‘r-::fessv:unal

gi;Linear
Equation
‘ - abe Mormal Text |
Tools P |

Equation : gallery of pre-set equations (to avoid reverting to the INSERT tab)
Professional, Linear ... : changes the selection to a 2D, 1D that is normal text
Dialog box launcher : advanced options for professionals

)(+!DC=:<:<::~:>::£.;_=-
Cllal|v|[|F||&||ul|n||o]||%]]-

Symbols

t

T ||eo||=

2

F

k
4|

.T T ”_-_ I o n x : - .
A X nAe . lim 10
y € VX f_x 2 {0} sine g é [El 1
Fraction Script Radical Integral Large  Bracket Function Accent Limit and Operator Matrix

Structures

You can work with the two groups simultaneously : you can insert a symbol, then a structure
into which you will insert one or more symbols ...

# Excel : no equation button. You will have to create an object and the default program will be
« Microsoft Equation Editor 3.0 ». Provided it has been installed.
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COPIED & PASTED OBJECTS :
(standard, DDE link or OLE)







1 Generalities

|1.1 Standard copy&paste

The copy-paste command is no problem in Word ...

If you copy-paste an Excel range of cells into a new sheet or into a new workbook, problems
may well occur if there are formulas.

If you copy-paste an Excel range of cells into a Word document or a PowerPoint
presentation, various possibilities are possible but managing the object and controlling the
file size can become a real headache ...

What you must do whenever you paste : click on the paste options tag to 354

check the possibilities and their implications 1 (Ctrl) -

|12 Pasting with a link (DDE)

DDE stands for Data Dynamic Exchange

This link can be set when you copy-paste from one program into another one. For instance
when you copy-paste an Excel range of cells into a new Excel workbook or into a new Word
document.

The two files are linked. When you maodify the source file, the destination file (called the
client) is automatically updated accordingly. But it is important to know how to manage the
update (when it fails, when the source file is moved or renamed ...). As the files are simply
linked, the size of the destination file is never a problem. On the other hand, it requires to be
cautious if the two files are sent over the mail (possible problems with the update)

|1.3 Creating an OLE object

OLE stands for Object Linking and Embedding

The concept behind an OLE object is the following : without exiting the current program — the
destination program — another application is launched, that "lends" its menus and commands
to create the required object (by typing the data manually or by pasting previously copied
data). The application is then closed and you revert to the current program.

= Linking because there is a link between the object and its source application. Usually
double-clicking the object runs the source application.

= Embedding because the object is totally incorporated into the destination file (document
or workbook). It is not saved as a separate file.

All programs can be launched to create an OLE object but true to admit, some belong more
often to destination applications (such as Word) while others work as the source application
for the required object (such as Excel).
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2 Example 1 : arange of cells is copied and
pasted into another worksheet or workbook

e Copy the range of cells and paste it into the existing workbook or into a new one

The Paste Options tag options and the PASTE SPECIAL are [& (Ctrl) ~

identical. They display buttons that you can point to get a help tooltip t

. dasie

) £ il .uﬂl_. e.‘
/o .

Paste “D jf “}-E‘ &

Paste — Formulas — Formulas & Number Formatting — Keep Source rrn | ea | P

Formatting — No Border — Keep Source Formatting - Transpose =

Paste Values
Paste Values

Values — Values & Number Formatting — Values & Source Formatting

e #- -ﬂ-‘
123 123 'i23

. Other Paste Options
Other Paste Options

Formatting — Paste Link — Pict Linked Pict o IRy |
orma Ing— astie LINnK — PICture — LInke ICture :!;I -3 5

The PASTE SPECIAL dialog box

- 2?
Paste Special :

I () All using Source theme
() Formulas () All except borders
() Values () Column widths
() Formats () Formulas and number formats
() Comments () Values and number formats
'3::3' Validation All merging conditional formats

Operation

(® Mone ) Multiply
._-:::. Add .;::;. Divide
() Subtract
|:| Skip blanks DTranspnsg
Paste Link Cancel

e Choose the type of paste :
As in Word : with or without a link — values only, format ...
Note : the Paste Options menu does not include a Link ... and format option.

Consequently you must first set the link and then go to the Paste Special dialog box to
retrieve the format ...
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e |n case of alink inside the same workbook : it is a standard link such as a =B2. No

specific implication. When you modify the source cells, the destination cells are
automatically updated.

¢ In case of alink into another workbook : when you open the "client" workbook, there will

be no dialog box to prompt you to update. Links are automatically turned off. A warning
message will be displayed at the top of the window giving you the possibility to enable

the content :

1 SECURITY WARNING Automatic update of links has been disabled Enable Content

e If you accept, the update will be automatic.

e Access to the LINKS dialog box : DATA Tab - NOUT FORMULAS
CONNECTIONS Group — EDIT LINKS Button. _
The button is active only if there is such a link. ||Zf_’ [2] Connections

o
Refres
an- | o) Edit Links
Connections
Edit Links ?
Source Type Update  Status Update Values
10-Day 2 - LargeTables-Formats-Drataxlsx  Worksheet A oK

Change Source...

DJpen Source

Break Link
£ > Check Status
Location: D:\@-Ateliers-Thématiques'3.1 et 3.2 - XL-2010-Les Bases et MaM\English
Item:
Update: (@) Automatic Manual
Startup Prompt... Close

UPDATE VALUES

CHANGE SOURCE

OPEN SOURCE

BREAK LINK

CHECK STATUS

DATA

8 4]

il S

To update the Excel workbook (client). Updating is usually automatic

but it can at times fail.

Has the Excel file been moved to another folder or renamed ? It is
then necessary to re-establish the link by updating the file name or

path.

To open the source file (here our Excel file) if it is closed or bring it

to the foreground if it is active..

To remove the link. A message warns you that the command
cannot be undone.

Is the source open, unknown ... ?

| Example 1 : a range of cells is copied and pasted into another worksheet

or workbook
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Il peut étre pratique de demander une mise a jour manuelle lorsque
I'on a de nombreuses modifications, calculs etc... a faire. Elle ne
sera déclenchée que par le bouton UPDATE VALUES. Cette option
a perdu de son utilité tant la vitesse de calcul des ordinateurs s'est
améliorée et ne concerne que les feuilles de calcul d'une grandeur
"extra ordinaire".

Update

How to manage the update when you open the document : should
Excel ask you and let you decide, or display no warning message
and automatically update or display no warning message and skip
the update ?

Startup Prompt

Advantages The size of the file is VERY, VERY small.
The two files remain independent (they can be edited, modified,
printed ... separately).

Drawbacks « travelling »

If you send the file over the mail, if you move the files ... the link
often remains set on the original path (when the file was created
and saved). Consequently updating fails.

The solution is simply to press the CHANGE SOURCE button in
the LINKS dialog box but most of the time the recipient ignores
this ...

Therefore DDE links should be created between files that do not
"travel".

¢ Other access to the managing dialog box : FILE - INFO — the option is in the file
PROPERTIES section. This option is only displayed if there is a link and also provided
both files are saved.

3 Example 2 : pasting a range of cells from Excel
into Word (standard or as a DDE link)

Here after a small Excel table : A B T D
1 Sales January February March
2 Productl 56 96 75
3 Product 2 85 45 57
4 Product 3 &9 54 63
5 Total 210 195 195
e Select the range of cells in Excel and copy into the clipboard
e LEAVE THE EXCEL SOURCE FILE OPEN or the clipboard is emptied
e Activate the destination Word document
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|3.1 Standard paste

The result : a standard Word ¥/

table Salesn Januaryt  February Marchi®
Productin 561 961 751"
Product-2u 851 455 575°
Product3n 691 547 63y=
Totalx 2101 195t 1951°
IR () -

When pasting, the paste options tag will automatically be displayed. The tag drop-down
menu displays combinations of options found in the normal Paste Special dialog box.

[& (Ctrl) ~

Paste Options:

= IS0l w
2 = o S —
= = = oo L LA

Set Default Pas

=+

Eun

Point a button to get the tooltip :

=8 Keep Source Formatting

F

o Use Destination Styles

= (style Normal brut)
= Link & Keep Source Formatting
‘..;

— Link & Use Destination Styles
&

g Picture

o Keep Text Only

A (simples paragraphes avec des tabulations sur taquets)

|3.2 Paste special — standard with no link

e HOME Tab — CLIPBOARD Group — Drop-down menu of the PASTE Button

As: Format HTML = standard paste

@ Paste: Microsoft Office Excel Worksheet Object
= . |Formatted Text (RTF)
) Paste ink: Unformatted Text
Picture (Windows Metafile)
Bitmap

Picture Enhanced Metaﬁlelll

Unformatted Unicode Text
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Whether you have use the Paste Special dialog box or the Paste Options tag, here below a

sample of the most common options :

3.2.1  Microsoft Office Excel Worksheet Object
Sales Januar\r. February
Froduct 1 56 96 75
Product 2 85 45 5
Product 2 (5] 54 63
Jotal 210, 195 195

March! At firs_t it I_ooks like a "picture" (you
can size it as such).

é*é* But a double-click shows that THE WHOLE EXCEL FILE has been copied and
inserted in the Word document. Dangerous if the Excel file is a heavy one ...

a DDE link)

a"“““’*"“ Hsbbrceids The fact that the file displays
A B C D .
« ¢ all its worksheets proves that
7 1 sales oLl e Marchi % the file was copied fully
Z 2 |product1 56 96 75
' 3 |product 2 85 a5 57
Z 4 |product3 69 54 63
5 |Total 210 195 195~
M 4 » v | Data ~Tables " Anl
3.2.2  Formatted Text
.. - 11
S_lmllar to default pasting. One salesn Januaryl February} Marchil
difference though : the colors T <61 %61 ol
are not strictly identical. oy
Product-2u 854 45) 574u
Product-3u 694 547 63n0
Totaln 2103 195 19501
3.2.3  Unformatted Text
Sales January February March
Product 1 56 96 75
Product 2 85 45 57
Product 3 69 54 63
Total 210 195 195
3.2.4  Picture
0 i} O
Sales January, February March
Product 1 56 3] 75
Product 2 85 45 574
Product 3 23] 54 63
Total 210/ 155 195/
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|3.3 Paste special — with a DDE link

¢ HOME Tab — CLIPBOARD Group — Drop-down menu of the PASTE button or the
options with the word “link” in the Paste Options tag drop-down list.

The formats displayed by the Paste Special box are the same as for a standard paste but
there is now A LINK.
This type of link is called DDE link (Data Dynamic Exchange)

Word displays the table but in reality this is only a LINK field code.

Here below the field code for the previous range of cells :

{ LINK Excel.Sheet.12 "C:\\Users\\jael\\Desktop\\2012-Projections.xIsx" "DatalR1C1:R5C4" \a \f 4 \r }
How to switch from the code to the result and vice versa — Reminders :

SHIFT + F9 on the code to toggle THIS field code
ALT + F9 to toggle all the document field codes

3.3.1 Managing the object : updating / opening the source file

WHLdLE LITIE

Right click to display the following 65

options : 65 Linked Worksheet Object 3 Edit Link
65 A Eont... Open Link
63 Paragraph... Convert...
ESFIUH. T )
r{l Links...

Update Link : field codes are not automatically updated. So click this option if you have made
a modification into the source file and want the Word document to be updated.
Other possibility to update : F9 on the field code.

Edit / Open Link : same result - Excel is run and the source file is opened

3.3.2 The source file has been modified but the destination file was closed

When you open the destination document (technically called client), the following dialog box
will be displayed :

Microsoft Word H

! This document contains links that may refer to other files, Do you want to update this document with the data from the linked files?

Show Help > >

Yes and the Word document will be updated

In case of failure or bad answer : FILE — INFO — THE PROPERTIES PANE (on the right) —
RELATED DOCUMENTS Section — EDIT LINKS TO FILES Option. This command is
displayed only if there is such a link and if the files have been saved.
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Links ?

Source file

Update Now
Open Source
Change Source...

Ereak Link

Source file: Bookl

(®) Automatic update
() Manual update

|:| Locked

Source information for selected link

ltem in file: Sheet2!R10C11:R20C16
Link type:  Microsoft Excel Worksheet

Update method for selected link

Options for selected link
| Save picture in document
Preserve formatting after update

UPDATE NOW

OPEN SOURCE

CHANGE SOURCE

BREAK LINK

Update method

To update the Word document (client). Updating is usually automatic
but it can at times fail.

To open the source file (here our Excel file) if it is closed or bring it
to the foreground if it is active.

Has the Excel file been moved to another folder or renamed ? It is
then necessary to re-establish the link by updating the file name or
path.

To remove the link. But you can also use the key combination
CTRL + SHIFT + F9 directly over the { LINK ....} field code.
Caution : once broken, no magic "undo” or "redo". You must start the
whole process again.

Automatic or Manual

It can be handy at times to set the file on manual update when
there are a lot of formulas and other calculations on the worksheet.
Updating will only be run when you press the UPDATE NEW
button or if you click on the field code and press the F9 key.

But this option has lost part of its importance, as technology and
speed constantly improve and now would be a good idea for "extra
— large" sheets full of calculations.

Locked

Caution : this does not mean that the type of update is locked. It
block the update, whatever the method and related options are no
longer available.
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# Interactivity with the following Word setting : OFFICE Button —
WORD OPTIONS Button — ADVANCED Category — GENERAL

Topic - UPDATE AUTOMATIC LINKS AT OPEN Option

None. This option lets you decide whether you wish Word to display
a dialog box with a prompt to update when you open the destination
document. . If you choose not display any box, it is obvious that

updating will be manual and left up to you.

Preserve An Excel table is pasted into a Word document with an RTF
formatting ... format. The user can then change the format attributes as

required, without affecting the link itself.

If this option is not on (by default it is off), all these manual

changes will be lost.

If the option is on, the update will preserve all the current format

attributes and will only affect the data.

Advantages The size of the file is VERY, VERY small.

printed ... separately).

The two files remain independent (they can be edited, modified,

Drawbacks « travelling »

and saved). Consequently updating fails.

this ...

"travel".

Word

If you send the file over the mail, if you move the files ... the link
often remains set on the original path (when the file was created

The solution is simply to press the CHANGE SOURCE button in
the LINKS dialog box but most of the time the recipient ignores

Therefore DDE links should be created between files that do not

Example 3 : copy-paste of an Excel chart into

Select the Excel chart and copy it into the clipboard
LEAVE THE SOURCE FILE OPEN or the clipboard is emptied
Activate the client or destination document and paste

As for a range of cells, you can use the PASTE button menu and its commands but taking
advantage of the Paste Options tag menu is very handy :
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iars 2014

4

|
[& (Ctrl) ~

Paste Options:
= = =

=)

ey
= = o S
-a- & 0

AL

Set Default Paste...

Use Destination Theme & Embed Workbook
Keep Source Formatting & Embed Workbook
Use destination Theme & Link Data

Keep Source Formatting & Link Data

Picture

Caution : the differences between the options are quite subtle but very important !
Options with the It is a DDE link (without any field code to display or toggle)
word Link

If you modify the data : back into the source file.

Options with the It is an OLE object. A copy of the WHOLE file is incorporated along
word Embed with the chart (unless you edit data , you only see the chart).

Edit data : the incorporated file is opened.
Picture A standard picture
Double-click on the chart to display the CHART TOOLS / DESIGN — LAYOUT — FORMAT.

Tabs. The commands on these tabs will let you work on the chart (on the data through the
EDIT DATA button for instance).
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5 Example 4 : creating an Excel chart directly in
Word

e INSERT Tab — ILLUSTRATIONS Group — CHART Button I I

Chart

All Charts

w000/ (B (8 HB 89 08 44

Column

Line Clustered Column
Pie Crer: Thie

Bar

Area s
o et bl
Stock ¢ [— [ [E— a4

LE R L ]

Surface
Radar

EXBERESMNeRE

Combo

As soon you have validated your choice, Excel is run and will share the screen with Word
(half-half). Work on your chart as if you were really in Excel. DO NOT SAVE.
Simply close the Excel window.

. Chart Title
:
: 7
3
2

1 I I I

0

Category 1 Category 2 Category 3 Category 4

H5eries 1 MSeries 2 M 3eries 3

1

If you save the Excel file, you will create a separate file that will have no link with the Word
chart.

Double-click on the chart to display the CHART TOOLS / DESIGN — LAYOUT — FORMAT.
Tabs. The commands on these tabs will let you work on the chart (on the data through the
EDIT DATA button for instance).

| Example 4 : creating an Excel chart directly in Word Page no 75




6 Example 5 : copy-paste of a PowerPoint slide
into Word or Excel

e Open the PowerPoint presentation
e Select the required slide and copy it into the clipboard

PASTE

Word : the usual Paste Options tag
Excel : no tab

it through the

[& (Ctrl) ~
Paste Options:
o, o Keep Source Formatting
=4 Picture

Set Default Paste..,

Word : some tests : no real difference whether you select a standard paste, a picture or
even keep the source formatting
Excel : pasting generates a standard picture

PASTE SPECIAL

As:
@ Paste: Diapositive Micrasoft PawerPoint Object - Dizplay as icon

Paste link: | Bitman
- rastEan Picture (Enhanced Metafile)

Picture GIF:il
Picture (PNG

Picture (JPEG)

Only for a PASTE : more choice for the picture extension

Choosing an object (Paste)
Standard OLE object : double-click on the slide to edit and work on it in PowerPoint.

Choosing an object (Paste Link)
Standard OLE object but with a link to the source file : it is a DDE link. Double-click to open
the PowerPoint source file.

e Excel : activate the destination workbook and paste. The options are the same as in
Word. The only difference : no Paste Options tag.
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7 Example 6 : various OLE objects

|7.1 Creating a new object

e INSERT Tab — TEXT Group — OBJECT Button — OBJECT Option

Object ?

Create Mew | Create from File

Object type:

Adobe Acrobat Document s
Adobe Acrobat PDFXML Daocument

Adobe Acrobat Security Settings Document

Adobe [llustrator Artwork 14.0

Adobe LiveCycle Designer Document

Adobe Photoshop Image

Bitmap Image

Document Flash il |:| Display as icon
Result

Inserts a new Adobe Acrobat Document
Ejl_.'h object into your document.

Object type Select the application you need to create the object
Usually a small "window" will be opened directly onto the page or
the worksheet and the Word or Excel ribbon will be momentarily
replaced with the program own ribbon..

Here below some examples :

Inside Word : an Excel worksheet

B Bl e e BB B B B E BB BT ety R bt BB G R s B & 35 BN

A B c D c A' tciaqu(\eNa q;it_:tI)(bglancedat
e Word ribbon an
@ sales | January| February) March E| you will recognize .
2 |Frodiict 45 28 76 the Excel ribbon and its
3 Product 2 65 47 95 tabs
4 Product 3 85 74 a3
5 Total 195 179 220
6
? h
M 4 » ¥| Sheet1 %2 el m | 20

Click outside this "window" and the object is created.

But before you do so, check that the window has been sized to include only the cells really
filled with data or format. Size by clicking and dragging the sizing handles (small black
squares). If you forget to do so, the object will display the above table but also the unused
cells around and the worksheet gridlines. As shown in the following screen capture :
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Product 1
Product 2
Product 3
Tatal

45
&5
a5
185

=1
47
74

179

76

a5

49 -
220

# Other access to create this object : INSERT Tab — TABLES Group — Drop-down list of the TABLE
Button — Option EXCEL SPREADSHEET

Inside Word or Excel: a PowerPoint slide

16 14

12 10 8 6 4

1012 14 16 Give a quick glance at

6

-

the Word or Excel ribbon
and you will recognize ...
the PowerPoint ribbon

2014-2015 Target

and its tabs

Adfarketing Department

Inside Word or Excel : an object created with a non Office program :

Presse-  Image

papiers ™ =

Outils  Pinceaux Formes

100 % (=)

! | Id 9 - = |Image bitmapdan.. - O “
m Accueil Affichage 0
Bl | [ e (d @ ]

Couleurs

Display as icon

Give a quick glance at the tools displayed at the
left top of the Word window and you will recognize
... Paint.

Yes ... your master piece might look a bit like a
child drawing ... but this example was to prove that
any program can be used to create an OLE object
and not only Office programs.

You can choose to display the icon of
the source program rather than the
object content (you can even select a

Microsoft Excel
Warksheet

Change lcon...

different icon if the program has more
than one to offer — it is the case for
Bitmap Image for instance)
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|7.2 Creating an object from an existing file

Object ?

File name:
** Browse..,
[ ] Linkto file
[ ] Display as icon
Result

Inserts the contents of the file into your

EE document so that you can edit it later using
the application which created the source

file,

e An Open type dialog box will be displayed
e Select the required file : Word, Excel, PDF ....
e The first page of the file will be display into the current Word document

Open

Double-click on the object to open the file into its source application and also into a separate
window. Navigate as required.

You can even make modifications. No saving will be required. Simply close the window and
the changes will be saved inside the object..

Does a maodification affect the source file ?

Not at all. The file will in fact simply totally imported (copied) into the destination document.
There is no link with the source file. Unless you have clicked the option explained here
below.
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Additional settings that can be selected when the object is created

Link to file By default there is no link between the source file and the
corresponding object. Unless you set that there should be one. In
this latter case, modify the source file and the object will be
automatically updated accordingly.

This link is a DDE link. When you open the destination file, you will
be prompted to update or not.

If you answer no instead of yes, updating will still be possible
through : OFFICE Button — PREPARE — EDIT LINKS TO FILES.
This option is displayed in the menu only if there is a link

For more explanations : see topic :

Paste special — with a DDE at page 71

Display as icon Instead of inserting the first page of the file, Word or Excel displays
an icon for the file.

Click on the CHANGE ICON button
: to rename the legend displayed
H below the file icon.

2014-Projections.xls
X

Change |lcon...

Here below

an example : Please-double-click-on-the-file-icon-to-display-a- H : H

pivot-table-showing-our-projections-for-20140
2014-Projections.xls

X
5]

Double-click on the icon to run the source application and display the spreadsheet.
Or right click and option LINKED FEUILLE DE CALCUL OBJECT - EDIT or OPEN

Try with other programs.
But always make sure that what you import does not increase the size of the file by
too much.
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