Text Boxes

1.  Open a word document and select a spot where you would like to place a text box, for example next to a picture or next to a relevant graph.
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 on the Drawing tool bar.
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3.  To change the size of your text box, left mouse click on the text box and hold, then drag the text box to the size you need.
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4.  Then you may type in the text box your necessary information.
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5.  After you type your necessary information, you can do a number of different things to format the text box itself.  Right mouse click on the edge of the text box.
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6. Then scroll down and click on “Format Text Box.” 
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9.  Also you can change the style and weight of the line by clicking on the “Style” and “Weight” scroll down buttons and clicking on the style and weight you would like.

10.  To change the size of the text box without dragging the text box, click on the ‘size’ tab and use the scroll buttons to change both the height and width of the text box.
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11.  If you are placing the text box next to a picture, for example, you can choose how you would like the text to be placed around the picture.  To do that, click on the ‘layout’ tab and click on the layout you would like.

[image: image10.png]2| Document7 - Microsoft Word

Ele Edt View Insert Format Tools Table Window Help
B &Y o-c- @@ wx - 2 4 noma - TmeshenRoman + 12 v B 7

FralshosngMark  ~ show~ | &Y Y O - b+ Ha - B E .,

o Iy | Agsshepess \ N 0O
Page 1 Sec 1 1/1

MSN Messenger




12.  To change the margins in the text box, click on the ‘text box’ tab and use the scroll buttons next to left, right, top, and bottom to change the size of the margins.   
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13.  Click OK
Before
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7.  Then under the “Colors and Lines”  tab, you can change the color of the background of the text box by clicking on the “Color” scroll down button under “Fill” section and clicking on the color you would like.





8.  You can change the color of the border by clicking on the Color scroll down button under “Line” and  then clicking on the color you would like.  To change the transparency of the color, click on the arrows in the percentage box next to transparency.














