Inserting a Text Box and Graphic

To insert a Text Box into a Word document:

Click on the Text Box shortcut button on the Draw toolbar. 
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Click-hold, and drag crosshair cursor to draw the Text Box area.   Release the mouse.
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A Text Box is now created.    [image: image3.png]d 1




Type text into the Text Box at the blinking insertion point. [image: image4.png]|
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Use the Drop Down Menus on the Formatting toolbar to modify text. Use resizing handles on the text box to accommodate the modified text.

Click anywhere on the document to deselect.
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Combine Text Boxes with AutoShape objects to create interesting graphics.
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