Methods for Incorporating Graphical Elements into the Curriculum using

Microsoft Word 2007

How to Obtain an Image from the Internet

Finding a suitable image file
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Many search engines have

special “image only” search

options. Although it is very

handy, remember that all

copyright and Fair Use rules

still apply to these image
files.

IC

Advanced Imaga'h@earch

(See Appendix A)

I recommend the
“Advanced Image
Search” option.

Choose your keywords.
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The page below appears. Select the image which is the best fit for your learning outcome.
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For example, click on the first
image to select it.



The page below appears. It is split into two parts: the top with the image and the lower section which

contains the web page that contains the image.
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Pentagon's Novel Idea: Stop Guzzling Gas

Ev Moah Shachtman B
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For along time, the 1.5, military didn't care whether its vehicles guzzled gas or n
wound up with a Humves that averages about four miles per gallon in the city, anl
gets just six-tenths of a mile per gallon.

But with battlefield fuel prices at $400 per
gallon, even the deep-pocketed Pentagon has
had it with its gas hogs. "Effectively
immediately," Defense Department acquisition

Lehiaf Kenneth Erieo writas in a memeo ohtainad
Source: http://blog.wired.com/defense/2007/04/index.html

Obtaining the image file

Place the cursor over the desired image file and right click.

From the menu that appears choose:

If you are only interested in the image
and not the context or background
information from its webpage, you may
click on the See full size image link
(highlighted at left).

Note the (partial) URL, area of the image
(356 x 302) and file size (30k) are given,
as well as the copyright disclaimer.

In the frame below is the webpage in
which the image resides.

It may take a substantial amount of
scrolling to locate the image in the
webpage in order to get the context of it
with respect to the publisher.

S L L

Save Image As (Netscape/Mozilla) B ..‘ 2st As WE-"PE-F'Ef|!

—
Save Picture As (Internet Explorer) E j

Shiow Bicbure

E-mail Picture. ., %

The default “Save” location for Internet Explorer is My Pictures (See Appendix A)
465149760 Jefl0deRna

Be sure to take note of the filename: File name:
Change it to something that makes sense to you.

File name: Ia_militar_l,l gasz_station



Inserting A Picture File Into A Word 2007 Document
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Click the Insert tab — from the Illustrations section
click on “Picture”.

From the My Pictures window choose
a_military _gas_station.

It appears on the page of your document. Note how small it is relative to its size
on the webpage. | believe that is due to the different resolution of webpages
relative to printed documents. It takes approximately 9 of these smaller images to
take up the same space as one image on the website. Printers typically print at a
resolution of 600 dots /inch (dpi) while computer monitors only display a

resolution of 72 dots/inch — which is about nine times less resolution.

Figure 1: Nine printer resolution pictures fit inside one of web
(monitor) resolution.

(9 x 72 = 648). Thus, since the word
processor page is meant for a printer the
picture will take up only 1/9 the space as
on a webpage with a resolution of 72 dpi.

It is ok to resize that small image to the
size it was on the internet if you do not
intend to print it but only plan to display
the file on a computer monitor.
Otherwise if it is printed, with only 1/9
the needed resolution it will be of
questionable quality.

To resize the small
image click on it to
make it active as is
evident by the
presence of circles
and squares on the
perimeter. Place
your cursor over




one at the corner, depress the mouse
button (to grab it) and roll the mouse to
“drag” it until it becomes the desired size

Format Pictures in Word 2007
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Typically when we insert an image
among text it acts like a single
“letter” with a huge font size
separating the text above and below
it. (This is an odd choice of default
settings if you ask me.)

& Cut
=4 Copy
[ Paste
Edit Picture
coqsequ Shiow Pickure Toolbar
fnotion o
deductiy Borders and Shading. ..
are lang}  caption... To resolve this place your mouse over the picture and right
comrect A%, Format Pilire. . click. Choose “Format Picture” from the menu options.
systermn f
Format Picture [z
= — = — In the Format Picture dialog box click on
oo el == ® the “Layout” tab; choose the desired
Wrapping style “Wrapping style” format.
In lime wikth text Sguare Tight Behind text  In Front of bext
Colors andLines | Size | Layout | picture e Note: “Horizontal Alignment” options

i) Lefr i) Center {7 Right (%) Other

. become available once you deselect
Wirapping style the default “In line with text” option.

b m b & = boe & After you select a wrapping style click “OK”

which applies your choice and closes the

In lime wikh texk Sguare Tight Behind text  In Front of ke Format Picture dialog box. Now you may
discover you wish to reposition the image on
Horizontal alignment the page

Repositioning an image:

Reposition the image on the page using the “drag and drop” method. To “drag and drop” place your
mouse over the picture and hold the button down while rolling the mouse. The picture will follow or



“be dragged by” the cursor until you release the button to “drop” it at a new location. Typically the
cursor appears as four arrows during this process to indicate the omni-directionality of movement
possible.

Layering Two (or more) Pictures

Insert two images into Word 2007. We will use the two used in the example above.

Mame = I Size I

30KE
23 KB

|i_':| a_military gas_skation. jpg
.i_‘.] a_military gas_skation_websize. jpg

Files used in this example. Note the size difference?

As above we will place the cursor over the image and right click to get access to the “Format Picture
dialog box. Apply this to the image you want on the bottom first and the image you want on the top

second. Here’s how:
| b | b &

Sguare Tight

[]

In front of text

-Bottom image: In the Format Picture dialog box click the Layout
tab and choose the desired format.

-Top image: the Format Picture dialog box click the
Layout tab and choose “In front of text”.
Drag and drop the top image (in front) to the desired location.

Layering Pictures, Charts, and Clip Art

Charts

When you insert a chart you get the same old chart interface that has been used in PowerPoint for
eons. It is not the most efficient but
the good news is that you can copy

A B C D . .
= = = from an Excel file and paste it into
1st Qtr 2nd OQtr | 3rd Qtr  |4th Qir :
1_afl|Fast 204 274 90 204 tsh.e Crl'aré Datas'lﬁet if y%“ pr‘ifer'
2_afl|West 30.6 38.6 34.6 31.6| °'MPLy e SUre the numbero
3 _afiNorth 45.9 46.9 45 439
4
T T



Insert image.
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rows/columns copied matches the number of rows/cells highlighted for pasting.

To place a chart over an image choose Insert-> Picture. Name =~ [ siel
Our picture is the graph shown below. | Graph x-bar_mpg_mpw over £.ipg 16 KE
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Choose Insert -> Chart. Right click over the chart and as described above choose
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- In front of text

Now that the chart is “in front” drag and drop it over
picture. Reverse procedure to place picture over the

chart.

If you want text beside the image/chart use the
bottom/top strategy described above by formatting
the bottom element before the “In front of” top one.

This juxtaposition of two images of the same data
using different representations (continuous vs.
discrete) can be a good example of either sampling
methods or data representations for students.



Layering Clip Art
Be aware that these days Cl
characters. It also includes:

ip Art is more than cartoon

Clip Art

-

Search For:

»
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Search in;

=]

|Selected collections | -

Results should be;

Selected media file types
=0

&l media bypes
- Clip Art
Photagraphs
Mavies

Search in:

Al callections

: ¥ My Collections
-- Office Collections
- web Collections
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Jazzy Stuff: The Form

The example at right

demonstrates this. Layered cartoon, audio and photo Clip Art

Albeit it appears only a fraction of the available Clip Art files have been
made available to you until you choose the Everywhere “Search in”
option.

at Picture Toolbar

Double clicking on an image activates the Format Picture toolbar
providing the additional menu options shown below.
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“Shadow Effects” add depth.

This can help differentiate
layers as was the intent for

the dissected Google window on the first page.
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Picture Borders make the picture into an individual entity whereas the same
background color makes it difficult to distinguish where the picture’s edges
end and the page begins. The color, line style (Dashes) and thickness (Weight)
of the border are additional options | find less is more here. Unless there is an
instructional advantage a small black border is non-distracting and sufficient.
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Dashes can imply a inset, exploded
view or a permeable boundary.

The Compress Pictures option allows one to change the picture resolution
as shown at right. It can be a strategy to make images acquired from the
Internet have acceptable quality on the printed page.

Brightness, Contrast and Recolor are best left for a more suitable
program (e.g. Photoshop) but could be used in a pinch.

Compress Pictures

apply to

2 x

" all pictures in documenkt

Change resolution
" WebScreen
' Print
i~ Mo Change

Resolution: 200 dpi

Options
v Compress pickures

I¥ Delete cropped areas of pictures



Arrange Options
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= Position: Rather than right click to access the Format Picture dialog box once you double
click on an image you may choose Position to get too many of the same text wrapping
choices. This is true of the Text Wrapping choices as well.

-

L4 Bring to Front = |= Align -

B send to Back ~  [g] Group
Pasition
waw [28Text Wrapping - S Rotate ~
|}

The photo at left will be used for the live
Brightness, Contrast and Recolor examples.

Cobwes sl | sie | [Levpet || pre web
|43
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X

s s et Tight fehird test I front of test

The “Bring to Front” and “Send to Back” options for whether the selected item will be layered.
at the top or bottom of all layers.

Use

1] Edit Wrap Points
3%

to do this. Drag the squares to
create an area that excludes text.

Please experiment with all of these options.

Text Wrapping may seem to be redundant
unless you consider that there are occasions when
you want to define the way text wraps around a graphical object.

Text wrap
unless vou consider 1
vou want to define the way text




Layering of Pictures and Shapes

Let’s go back to the picture of the graph we used earlier. Suppose you want to point out a detail of
reference it in the text and relate that reference to the picture. Insert Shape will achieve this goal.

185 - — 725
Sample Problem:
On the graph at right what is 180 210
the maximum Miles Per Week x
value for the interval E
11/9 to 5/28 —
ot
. (7] i
Solution: 17.2. © %
i =
(denoted by the black circle) : A e
o o
. . o ™
It is not the function’s E f;__i
maximum value of 18.45 < . 1
because it falls outside 185 165
the given interval. 4
160 . . : : 150
81 11/9 217 5i28 o 12114
If you double click on an object (shape) it will become active as denoted but the
“handles” around its border In addition a Format toolbar will appear providing editing
options for the selected shape.
S S ) Y Sy~ [ r_|_* — & @] T3 Bring to Frant + &+ &1 o -
AT B35 (Six - . . . v & ~ s|h-?J ‘,i_:i['_%_ii:.i_. l <o G < P- 5 B send to Back =[] j 023_ i
% A rakie — © P | Erease | 5 ffects~ | 5 S0 EfText Wiapping - Sh- | (02 -
Insert Shapes Shape Styles P Shadow Effects 3.0 Effedts Arrange Size IF
Insert Shapes: The Edit Text is likely the most useful tool here.
1 It places a cursor inside the shape. . '
- - Text
; | Box
'S 4

Once you add text it is considered a text box — not a shape. Double clicking on 1t now reveais the
Textbox Tools Format toolbar.

A=| 25 Text Direction & shape Fill ~ | o @ @ T3 Bring to Front = |2 Align ~ 31 lo.se" &
' B 24 0. -

=2 Create Link . . . - Z Shape Cutline ~ ‘_l_:‘ D/E E_L 415 Send to Back - % Group
Draw - 4 — Shadow 3D Pasition _ . =lo.g- -
Text Box &2 Break Lin = Ly change Shape = || Effects~ 1 Effects v » B Text Wrapping ~ 5l Rotate v || *3* 2

Text Text Box Styles F} Shadow Effects Arrange Size [F]



We will discuss this more later.

NANOOO - g2 &~ |:] o “‘l & | & Twsrngtofront ~ - oo
AL b s | &~ ._!.j[%FL <oz <h = B3, send to Back =[] ;I i
BN raiE & 5?' érf?z‘:tos“j o, Effi-cl:t)sv 9— P05|_t|on [ Text Wrapping = Sk~ s 0227 X
Insert Shapes Shadow Effects 3-D Effects Arrange Size {
Shape Styles: The colors are fill colors. 9 The paint bucket is a fill color tool with more

options.

= Shape Outline sets border thickness and color. -

fi}"ri Change Shape: This option allows you to change the shape of an already inserted object while
preserving all the formatting.

P sShadow
[P || Errects:
Basic Shapes

wEjwpe]

Double click on the shape. Select a Square. Result.

Shadow Effects are as previously discussed.

3-D Effects are rather jazzy and can be quite useful as well as engaging. For example, let’s take
our circle from above and roll your mouse over the choices to preview the effect.

Mo 3-D Effect
IO =4 F
Parallel E— oR % i
——af e Rotate in Persi
g\ ‘_‘ H_—‘ H:@J Result

It may or may not be possible to
Rotate in perspective and maintain the formatting

Rotate in Perspective

D& C

Result



2| 3-D Color * | The last set of 3-D menu options for shapes are powerful and
% Depth » | all have multi-option sub-menus.
‘3!-’_? Direction

¥ | Lighting , | 3-D Color:
._'|—| Surface
Depth:
"":? Depth bl o | opt.
'::'j' Direction b 0l 36pt.
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Direction: /%//////
g

\\!
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e

original direction Result

Lighting:

& 9
@&
¥4

Note: you may also try various Shadow Effects :
for different lighting perspectives Perspective Shadow

Additional Shadow Styles |

olc O m &



Surface: This did not affect a profound change with these sample shapes.
@ Matte
) Plastic

| metal
@ Wire Fr%ne

The last section in 3-D Effects contains Tilt options; up, down, left, right respectively

&

] &
<p[Fg|<p

>
ts - [i:r
3-D Effects

Original orientation

E| D Bringto Front ~ |-~ 5] (06" " The Arrange for shapes functions the same as for
By sendtoBack » IHi~ || — * | pictures as described above.
Position B Text Wrappi “A i34 085" -
= o Te rapping = || T+ i . . . .
— = _ Size enables one to adjust the horizontal or vertical
frange o “ 1 dimensions




Sample Problem:

What is the minimum gap
of the spaces in the weave
of a pair of blue jeans that
will assure they will have
a SPF rating of 50?
(Hint: use the UVB
wavelength value. )

Additional Visual Considerations

Highlighter Tool:
Home Insert Page Layout Reference:
Under the “Home” tab in the “Font” area of the toolbar
Times New Roman -1z - |[AT AT you will find the Highlighter tool.

=]

=3
(B I U -abe x x Aa-|[%-|A Select the tool and roll the mouse over the text to be
J emphasized. Be sure there sufficient contrast between the
af= Font text, background and highlighter shade.

Readability is key. ~ [ReadabilityiSKey: Readability is key. 12 pt
Readability is key.  [REadabilityiskeyl Readability is key. Bold 12 pt
Readability is key. Readability/iSkeyl — REGHABINGASKEN 14 o

& [ﬁ '.'; To change highlighter colors click the down arrow to the right of the highlighter icon

Lo Colat

Is color printing an option?

Color Coding Text
In general with color coding options do not forget disability considerations. It is desirable to change
the font and perhaps all bolding for emphasis.

APA Example



Snaglt Software
ﬂ‘% “In the preparation of this text relied on extensive use of Snaglt software. One can select

el anything on the monitor screen - an area, image, article, or entire Web page - and either
save it as a picture file or copy and paste it into a document. | have found the latter to be the
quickest and easiest way to incorporate graphical e4lements. It also has its own set of picture editing
features so that often adjustments can be made before you insert the image into the text. Usually 1
find this more efficient than using the picture editing features in Word. There is educational pricing
available (See Appendix C). It has additional graphical and video features... but that is another
workshop. http://www.techsmith.com/snagit.asp

More Visual Resources
I would encourage you to consider locating and using animations and simulations in the classroom.
They are far more powerful that text and can be the launch point for discussion.

Animation Example: The Universe Within

Simulation example: Projectile Motion

Referencing
The APA webpage link below provides referencing information for web-based media:

http://www.apastyle.org/elecmedia.html

Broader Applications of this Workshop’s Material

Due to the integration of MS products the same visual editing tools are available to you using
Outlook e-mail. When you reply the toolbar is the familiar one from MS Word 2007 that we just
learned about. See Appendix E




Appendix A

Try performing an image search using “royalty free” in the “exact phrase” text box to minimize the
possibility of copyright infringement.

related to all of the words IIDgDs|
related to the exact phrase Iruyalty free

Back
Appendix B
Save Picture
Save i I@ My Pictures j = |=_“F A
by R (=
Do
Diezktop Mobile Cart Photos My Logitech Pictures IMiG_0001.jpg
by Documents
-
o
by Computer
IMiz_0o01b.ipg IMiG_000Z.jpg Sample Pictures
File name: j
Save as type: IJF'EG [*.ipa) j




Appendix C
Note: the updated Price list as of 10-7-08.

Snaglt 9.0 Volume Education Pricing:

1 -4 Licenses: $37.95 each + $9.49 each for Maintenance

5 -9 Licenses: $28.46 each + $7.12 each for Maintenance

10 — 24 Licenses: $22.46 each + $5.62 each for Maintenance

25 — 99 Licenses: $17.96 each + $4.49 each for Maintenance
100- 499 Licenses: $13.46 each + $3.37 each for Maintenance
500 - 999 Licenses: $11.21 each + $2.80 each for Maintenance
1000 — 1999 Licenses: $7.46 each + $1.87 each for Maintenance
2000 — 2999 Licenses: $5.21 each + $1.30 each for Maintenance
3000 — 4999 Licenses: $3.71 each + $.98 each for Maintenance
5000 — 7499 Licenses: $2.21 each + $.55 each for Maintenance
7500 — 14999 Licenses: $1.50 each + $.38 each for Maintenance

Please let me know if | can be of further assistance.
Kind Regards,

Arwen Robinson

Inside Sales Specialist
TechSmith Corporation

Toll Free 888.750.0685
Direct Dial +1 517.381.5598
www.TechSmith.com




Appendix D

Student graphic manipulations that are digital can be submitted to the D2L dropbox.
Sample HW/Quiz Problem -

From the Insert -> Shapes menu use the star shape ( ) to identify cirques on the map below by placing
the star over a location where a cirque exist.

Y 4 & SIreet view

Sample HW/Quiz Problem -

For the two sentences below use the square shape ( ] ) from the Insert -> Shapes menu to:
a.) place a box around the entire sentence that is grammatically correct
b.) place a box around the word (and only the word) that reflects the verb-subject agreement error in the
incorrect sentence (student response modeled below).
Careful planning and a clear mind g important for writing a good essay.

Careful planning and a clear mind are important for writing a good essay.

One could achieve the same results with the highlight tool using different colors:
Careful planning and a clear mind i§ important for writing a good essay.

Careful planning and a clear mind are important for writing a good essay.



Appendix E

The graphic below shows an e-mail reply window in Outlook. Note the same Toolbar that is used in
Word is available to you including all the graphical options under the Insert tab (highlighted below).
This e-mail contained the standard text and an image with an arrow overlay from the “Shapes”

option.
. _ ,
& t"‘.l Q )5 & @ = RE: Smart Board classrooms - Message (HTRML) -8X
Y o B ;
Message | Insert | Options Format Text Adobe PODF 7]
@ 1 fih Bysiness Card = E ElS E_Jp Shapes = &H}rperlink | Q
= Faal|
{ | calendar Ee] %Smarthrt A& Bookmark
Attach Attach Table Picture Clip : Text ||Symbols
File  Hem |k Signature - z art il Chart 5 =
| Include Tables Hiustrations Links
o | |Wawiu:urka Linda L
£C | |
Subject: IRE: Smart Board classrooms
Jim, i
| did note it undermneath the class room listings on both the Classroom by Technology and 1
Classroom by Capacity pages.l
Classroom by Technology
Level O Level 1 Level 2 Level 3
Molinaro Malinaro Molinaro Malinaro Malinaro 8
;E 314 D101 212 D137 =
bl D105 213 D139
Comm-Arts Dmi 215 105
Com| frts 133 D128 216
1 139 Dl?‘_;2 218 Greenguist
142 107 222 101 ||
. — 109 226 103
Gred List 1319 517 Eo =
D B 11 322
Ql o 116
T :1Li.82 Comm-arts
ey 125 Level 4
e 129
149 135
165 137 Comm-4&rts
167 140 D1558
141
143
All rooms listed in bold text contain rear projection interactive white boards »
4| I 4




