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1. Introduction: 

 Information can be illustrated in several ways. 

 Pictures, charts, ClipArt, and drawings all help to capture a reader’s 

attention.   

 All of these features can be found in the Illustrations group on the 

Insert tab.   

 Word 2007 also provides a new feature called SmartArt. 

 

2. Objectives: 

After finishing this chapter, students will be able to: 

1. Insert a Pictures from a File or ClipArt. 

2. Formatting a Picture or ClipArt. 

3. Apply picture settings, styles, positions, and sizes. 

4. Crop and compress Pictures. 

5. Flip and rotate pictures. 

6. Use Shapes in typing. 

7. Add text to different shapes. 

8. Change Contours and angles of shapes and line. 

9. Size and Positioning Objects. 

10. Anchor Lines to Shapes. 

11. Grouping Shapes. 

12. Apply different formats to Drawn Objects. 
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13. Insert a SmartArt Diagram. 

14. Change the Diagram’s Layout. 

15. Reformat the diagrams. 

16. Create a WordArt Object. 

17. Change WordArt Text Wrap and Position. 

18. Change the Shape of WordArt. 

19. Change the Spacing of WordArt and letter height. 

20. Adjust Letter Height. 

21. Insert a Built-in Watermark. 

22. Insert a Custom Text Watermark. 

23. Create a Picture Watermark. 

24. Using a Clip Art Image as a Watermark. 

3. Inserting a Pictures from a File or ClipArt: 

3.1. Inserting Pictures from a file: 

To insert a picture in your file: 

 Click the Picture button in the Illustrations group, the Insert 

Picture dialog box is displayed. 

 Choose a picture from a file.  When the picture in your document 

is selected, the Picture Tools Format tab is also displayed.   

 All the options you need for formatting the picture are right there 

when you need them. 

 

3.2. Finding and Inserting ClipArt 

 ClipArt is organized by keyword, so you can search for a word 

and see all clips that contain that keyword.  
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 A clip can have multiple keywords assigned to it, so you might 

find the same clip by searching for dog, animal, puppy, and pet, 

for example. 

 To find and insert a clip, follow these steps: 

1. Position the cursor in the place to insert a clip art. 

2. On the Insert tab, click Clip Art. 

 

3. The Clip Art task pane opens. 
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 In the Search For box, type the keyword to search for 

(doctor for example). 

 In the Search In box, make sure All Collections appears.  If 

it does not, open the drop-down list and click everywhere. 

 Open the Results Should Be list and make sure only the Clip 

Art check box is marked.  Clear any other check boxes. 

 

4. Click Go. Word finds and displays clips that match the 

keyword you specified. 

5. Click a clip to place it into the document at the insertion 

point. Or open the menu (by clicking down arrow) and 

choose insert. 

 

4. Formatting a Picture or ClipArt: 

4.1. Adjusting Picture Settings 

 The Adjust group includes many of the options for changing the 

picture set like: 
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4.2. Applying Picture Styles 

 The Picture Styles group offers a new feature providing several 

preformatted picture shapes with shadows or 3-D effects already 

applied.   

 Shadows and 3-D effects are background formats that add more 

depth to an image.   

 You can change the direction and color of a shadow OR you can 

use 3-D effects to change the color and the angle of an image.  

You can also use 3-D effects to change the surface reflection and 

the direction of lighting. 

 

 When choosing a picture style, you can use Live Preview to save 

time.   

 There are several styles to choose from considering the shape that 

will work best with the picture.   

    

 If there is no suitable shape applied, you can choose one of the 

Word AutoShapes. 
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 After you apply a picture style, you can also customize it by 

changing the border and adding picture effects. 

 To add effects to picture: 

 Select the picture to be edited. 

 Click the Picture Effects button in the Picture Styles group. 

 Choose the suitable option for shadow, Reflection, glow, soft 

edges, Bevel, and 3-D Rotation. 

 if you have already applied a shadow option and then you add 

a 3-D effect, the shadow format will be removed.  

 To change shadow color, click on shadow options and then 

select the color of shadow to be applied. 

 

4.3. Positioning and Aligning Pictures and Objects 

 The commands for aligning pictures and objects are organized in 

one place and easier to find in the Arrange group. 

  

 When you click the Position button, a menu of options for only 

square text wrapping will display, and you can use Live Preview 
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to see the results before you choose one of the options. 

 

 If instead you click the Text Wrapping button, a menu with all 

text wrapping options will display, but Live Preview is not 

available.   

 

 The Align options enable you to position objects relative to the 

margins or the page.   

 When you use these settings, you can be sure the position of the 

object will be adjusted relative to the margin or page adjustments. 

 More options for positioning the object are available by clicking 

the Position button or the Text Wrapping button and choosing 

More Layout Options at the bottom of the menu. 

 The following dialog box will display, and you can change one of 

the text wrapping that suits your document. 
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 For exact spaces, click on Picture Position tab.  The following 

dialog box will display, and you can set the exact picture 

positions horizontally and vertically. 

4.4. Resizing Pictures and Objects 

 The easiest way to resize a picture or object is to drag the sizing 

handles. 

 If you want to format using specific sizes, you can enter the 

height and width measurements in the Size group. 

 Click the Dialog Box Launcher to display the Size dialog box for 

more size options.   

 

4.5. Cropping Pictures 

 Cropping a picture is trimming off one or more edges so your 

audience can focus in on what’s most important in the image. 
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 The easiest way to crop a picture is to use the Crop tool on the 

Format tab.  Follow these steps: 

1. Click the picture. 

2. Click the Crop button. The selection handles on the picture 

change to black lines. 

3. Drag a selection handle on the image inward to crop the image. 

Repeat on other sides as needed. 

4. Press the Esc key or click the Crop button again to finish 

cropping. 

 To crop by specifying an amount to crop from each side in 

inches, follow these steps: 

1. Click the picture. 

2. Click the dialog box launcher for the Size group on the Format 

tab, opening the Size dialog box.  Click the size tab. 

3. In the Crop From area, enter an amount in inches to crop off of 

each side of the image. 

4. Click Close or OK. 

 To undo cropping: 

 By using the dialog box method, set the cropping amounts to 

zero for each side. 

 Or turn on cropping again and drag the corner(s) outward to 

remove the cropping. 

  



Chapter 2 Using Illustrations in Typing  

 

Prepared by:  Rehab Ibrahim Aitah  Page 60 

4.6. Compressing a picture: 

 Compressing a picture is to remove cropped-out areas of pictures 

and resizing the image file to a particular number of pixels per 

inch based on the document’s planned usage. 

 To compress a picture or more: 

1. Select one of the pictures to be compressed.  If you do not 

want to compress all the pictures in the document, do one at a 

time, or select only the pictures you want to compress. 

2. Click Compress Pictures on the Format tab. The Compress 

Pictures dialog box opens; 

 

3. If you want to compress only the selected picture(s), mark the 

Apply to Selected Pictures Only check box. 

4. Click OK to apply compressing to pictures. 

4.7. Flipping a Picture: 

 Flipping creates a mirror image of a clip.  From the Format tab, 

click Rotate and then click Flip Horizontal or Flip Vertical. 

 One of the most common reasons to flip is to create a mirror-

image pair of clips, such as for a masthead or logo. 

 
Original Picture 

 
Rotated picture (Horizontally) 
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Rotated picture (Vertically) Rotated picture (Right 90
o
) 

5. Using Shapes in typing: 

5.1. Insert An AutoShape: 

 In Office programs, the lines and shapes you draw are known 

as AutoShapes.  The ―Auto‖ is a reference to the fact that Word 

provides dozens of pre-drawn shapes from which you can 

choose, including stars, arrows, circles, and polygons. 

 To draw a shape in a document, follow these steps: 

1. On the Insert tab, click the Shapes button and then click the 

desired shape.  The mouse pointer changes to a crosshair. 

 

2. Drag to draw the shape.  An outline shows the shape; release 

the mouse button when the shape is as you want it. 

5.2. Drawing a Polygon: 

 A polygon is a shape that consists of line segments.  A 

rectangle is a polygon, as is a star, a triangle, and so on.  The 

line segments do not need to be the same length or at any 

particular angle. 

 Word’s drawing tools include a Freeform tool that creates 

custom polygons. 

 To insert  a polygon: 
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1. Open the Shapes menu on the Insert tab and click the 

Freeform button. 

2. Click to place the start point. (Don’t hold the mouse button 

down.) 

3. Click somewhere else to place the next point. A straight line 

appears between the two points. 

4. Repeat step 3 to create more points. Then do one of the 

following: 

 To end the shape and leave it open (that is, not joining 

the start and end points together), double-click instead of 

clicking for the final point. 

 To end the shape and close it, click on the start point. 

You don’t have to be precise; if you click reasonably 

near the start point, the shape closes itself. 
 

5.3. Drawing a Straight or Curved Lines: 

 Word’s shapes includes several types of lines: 

 Straight lines:  

Click the beginning point and then click the end point.  

After the second click the line is complete. A straight line 

can be plain or have arrows at one or both ends. 

 Straight (elbow) connectors:  

Click the beginning point and then click the end point. 

 Curved connectors:  

Click the beginning point and then click the end point.  

After the second click the line is complete.  You can adjust 

the shape of the curve by dragging the yellow diamond in 

the center. 
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 Curves:   

This freeformcurve is drawn differently from the others.  To 

insert a curve, click the beginning point, then click to create 

a second point, then click again to create additional points. 

Between points, drag the mouse pointer to adjust the 

curvature of the line. When you are finished, double-click 

to end the shape. 

 

 Scribble:   

This line is completely freeform.  You can draw straight or 

curved segments, or a combination of them.  To create a 

scibble, hold down the mouse button and drag to draw the 

line; when you release the mouse button, the line is 

completed. 

5.4. Working with the Drawing Canvas: 

 A drawing canvas is a defined rectangular area in which you 

can place the lines and shapes. 

 Using a drawing canvas is optional.  If you use one, the 

drawing canvas functions as the backdrop on which all the lines 

and shapes sit.  If you choose not to use one, the lines and 

shapes sit directly on the document page. 

 One advantage of using a drawing canvas is that you can apply 

a background fill (solid or a special effect) to the canvas, so 
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your drawing will have a colored background separate from the 

document background. Another is that you can assign an 

automatically numbered 

 caption to a drawing canvas, so a group of lines and shapes 

together can be considered a single figure for numbering 

purposes.  

 To create a new drawing canvas, follow these steps: 

1. On the Insert tab, click the Shapes down arrow, opening the 

menu of shapes. 

2. At the bottom of the menu, click New Drawing Canvas. 

3. Use the Shapes menu to create lines and shapes within the 

drawing canvas as desired. 

 To delete a drawing canvas, select the outer border of the 

canvas (not any particular drawn item within it) and press the 

Delete key on the keyboard. 

 If you forget to create a drawing canvas and then later wish you 

had.  Create a new drawing canvas and then drag any existing 

drawings onto it. 

 If you always (or nearly always) want to use a drawing canvas 

whenever you use the drawing tools, you can set up Word to 

make canvas-insertion the default whenever you draw. To do 

this, choose Office, Word Options, click Advanced, and then 

from the Editing Options area, mark the Automatically Create 

Drawing Canvas When Inserting AutoShapes. 

5.5. Adding Text to a Shape: 

 AutoShapes can function as text boxes, and you can create 

some very interesting effects by adding text to unusual-shaped 

AutoShapes such as starbursts and arrows. 
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 To add text to a shape: 

 Right-click the shape and choose Add Text,  

 Or click the Edit Text button  on the Format tab.  An 

insertion point appears in the shape;  just type your text as 

you would in a text box and then click outside the shape 

when you are done. 

 Formatting text in an AutoShape is the same as formatting text 

in a text box.  You can set all the usual paragraph and character 

formatting, and you can adjust the vertical and horizontal 

alignment and internal margins. 

5.6. Changing Contours and angles of shapes and line: 

Modifying a Straight Line 

 A straight line has only two selection handles—one at each end. 

Drag one of those selection handles to change the line’s length 

or to point it in a different direction. 

Adding and Removing Arrow Heads: 

 Each end of a line can be modified to include an arrow or not. 

Further, you can choose between different arrowhead styles. 

Follow these steps: 

1. Right-click the line and choose Format AutoShape.  The 

Format AutoShape dialog box opens, with the Colors and 

Lines tab displayed. 

2. In the Arrows section, choose a Begin Style and an End 

Style setting. 

3. For each end for which you’ve chosen an arrow, choose a 

Begin Size and an End Size Settings. 

4. Click OK. 
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Modifying an Elbow or Curved Connector 

 An elbow connector is a line that turns at a 90-degree angle at 

some point, and then turns again the opposite way so it ends up 

going the same direction again.  

 A curved connector is a two-segment curve. 

 You can drag either end to change the position and size, just 

like with any other line.  

 An elbow connector has a yellow diamond in the center; you 

can drag the diamond to move the angles.  If you drag the 

diamond all the way in one direction or the other, one of the 

angles disappears and the line becomes a simple two-

segmented right angle line. 

  

 A curved connector also has a yellow diamond, but dragging it 

does something different – it changes the position of the point 

where the two curves join, and one or both curves change their 

shape in proportion. 

 

Modifying Shapes 

 Some AutoShapes have one or more yellow diamonds on them 

when selected.  You can drag these diamonds to modify the 
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shape.  

 Dragging the diamond does not change the shape’s basic self - 

an arrow is still an arrow - but rather changes the proportions.   

 

 The yellow diamond on an arrow AutoShape is used to change 

the thickness of the line and the size of the arrowhead 

Rotating and Flipping Objects 

 Drawing objects can be rotated.  The easiest way is to drag the 

rotation handle (the green circle at the top of the shape). 

 

 You can also rotate a shape with the Rotate menu on the 

Format tab. Choose one of the presets there or choose More 

Rotation Options to open the Format AutoShape dialog box’s 

Size tab. Then enter a rotation amount in degrees in the 

Rotation box.  

 Flipping creates a mirror image of the object. From the Format 

tab, click Rotate and then click Flip Horizontal or Flip Vertical. 

5.7. Sizing and Positioning Objects 

Sizing Objects 

 Drawn objects (lines and shapes) can be sized in the same way 
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as the other object types. The quickest way is to drag a 

selection handle.  Lines have only two selection handles - one 

at each end - but shapes have multiple handles.  

 To specify an exact size for a drawn object, enter precise values 

in the Height and Width boxes on the Format tab. 

 

 For other size-adjustment options, right-click the object and 

choose Format AutoShape.  Then on the Size tab, enter 

absolute or relative heights and widths, or in the Scale section, 

enter a percentage by which to resize. 

 

Setting Position and Text Wrapping 

 The same position presets are available for AutoShapes as for 

pictures. Use the Position drop-down list on the Format tab to 

select a position if desired. 

 The text-wrapping options are the same as for clip art.  Drawn 

shapes are more like clip art than pictures in this regard because 
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they sometimes have irregular edges around which text can 

tightly wrap.  

 Choose text-wrap options from the Text Wrapping button on 

the Format tab. You can edit the wrap points the same as with 

clip art, or stick with standard text wrap styles. 

5.8. Anchoring Lines to Shapes 

 When you are creating drawings that illustrate connections, 

such as flow charts, you might want certain lines and shapes to 

remain connected.  

 To create the following chart: 

 

1. Use a drawing canvas, draw the first two shapes that you 

want to connect. 

2. Select the first drawing object to be connected. 

3. Choose one of the line tools on the Insert Shapes menu: 

Straight Connector (line), Elbow Connector, or Curved 

Connector. 

4. Hover the mouse pointer over the selected shape, the 

selection handles show the available connection points.   

5. Click one of the connection points to anchor the beginning 

of the line to the shape. 
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6. Hover the mouse pointer over the second shape.  Small blue 

squares appear around it 

 

7. Click one of the blue squares to anchor the end of the line to 

the shape.  When both ends of a line are successfully 

anchored to shapes, red circles appear at each end of the 

line. When an end is not anchored, a green circle appears at 

that end instead. 

 

8. To change the point to which an end of a line is anchored, 

drag its end point. You can re-anchor a line to a different 

point on the same shape or to a different shape entirely, or 

you can drag it away from any shape to make it free-

floating. 

5.9. Layering Objects and Text 

 A Word document has two main layers.  On the text layer is the 

regular document text and any inline images.   (by default 

pictures are inserted as inline images.)  

 The graphics layer contains everything else: text boxes, 

drawings, pictures, and anything else that’s set for a text 

wrapping other than inline. 

 Within that graphics layer, it is possible to stack objects one on 
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top of another.  

 you could create a drawing that consists of overlapping shapes 

and lines, and you could then use that drawing as a backdrop 

matte for a photo. 

 Word’s layering options enable you to move objects in stacking 

order within the upper layer, but that’s not all. They also enable 

you to move graphic objects behind the text layer itself. 

 When you overlap one graphic object with another, by default 

they are stacked according to the order in which they were 

originally drawn, with the oldest one on the bottom. 

 To bring an item all the way forward or back in the stack of 

objects (but still within the graphics layer), click the Bring to 

Front or Send to Back button on the Format tab. 

 To move an item one position within the graphics layer, open 

the drop-down list associated with the Bring to Front or Send to 

Back button and then click either Bring Forward or Send 

Backward, respectively.  

 

 To move an object behind the text layer, open the Send to Back 

button’s menu and choose Send Behind Text.  To move it back 

above the text layer again, open the Bring to Front button’s 

menu and choose Bring in Front of Text. 

5.10. Grouping Shapes 

 When creating complex drawings that have multiple shapes and 
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lines in them, it can be a challenge to select, move, and resize 

all the pieces at once. 

 To make it easier, consider grouping the pieces into a single 

unit. The grouped object can then be moved, sized, cut, copied, 

pasted, and so on. 

 To create a grouping, select all the pieces and then right-click 

the group and choose Grouping, Group.  

 The individual selection handles disappear, and a single set of 

selection handles appears for the entire group. 

 If you need to work with one of the pieces separately, right-

click the group and choose Grouping, Ungroup. 

 After making changes, you can reestablish the group by right-

clicking and choosing Grouping, Regroup. 

5.11. Aligning and Distributing Objects 

Aligning Objects 

 Drag-and-drop can be a frustrating, inexact way of positioning 

objects in relation to one another. 

 When creating stacked groupings of objects, you might instead 

prefer to use the Align and Distribute commands for more 

precision. 

 Two or more objects can be aligned with one another at the top, 

bottom, middle, right edge, left edge, or horizontal center. 

 Single objects can be aligned, but only in relation to some 

portion of the page. For example, you can align an object with 

any of the margins, or with the edge of the page. 

 To align objects, follow these steps: 

1. Select the objects to align. (Hold down Ctrl and click on 

each object.)  For Align to Page or Align to Margin, you 
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need only select one object.  For Align Selected Objects, 

you must select at least two. 

2. On the Format tab, click Align and then choose the desired 

alignment relationship:  Align to Page, Align to Margin, or 

Align Selected Objects 

3. Click Align again and then select one of the alignments, 

such as Align Center or Align Left.. 

Distributing Objects: 

 Distributing means spacing objects out equally. You can 

distribute three or more objects in relation to one another, or 

you can distribute two or more objects in relation to the 

margins or page. 

 Objects can be distributed either vertically or horizontally. 

Distribution is based on the amount of white space between the 

objects, not the centers of the objects, so objects of unequal size 

are still distributed with equal amounts of white space between 

them. 

 To distribute objects, follow these steps: 

1. Select the objects to be distributed.  (Hold down Ctrl and 

click on multiple objects.)  For Align Selected Objects, you 

must select at least three. 

2. On the Format tab, click Align and then choose the desired 

distribution relationship:  Align to Page, Align to Margin, or 

Align Selected Objects.  If you choose the latter, the objects 

are distributed between the rightmost and leftmost objects, 

or topmost and bottommost ones, but the overall space 

occupied by the group of objects will not change.  If you 

choose Align to Page or Align to Margin, the distribution 
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spreads out the objects to fill the available space on the page 

or between the margins. 

3. Click Align again and then select one of the distributions: 

Distribute Horizontally or Distribute Vertically. 

5.12. Formatting Drawn Objects 

 Once you get the objects sized, shaped, and placed where you 

want them, the next step is to think about their formatting. 

Applying Quick Styles 

 Quick Styles offer a way to quickly apply a complete set of 

formatting to a drawn object:  color, border, and shadow.  You 

can choose among ten designs from each of seven colors from 

the Shape Styles drop-down list on the Format tab.  

 Select a shape and point to a Quick Style to see a preview of 

the Quick Style applied to the shape. 

 

Formatting Borders 

 You can apply a border with any style, thickness, and color 

desired. 

 Shape borders are called outlines. 

 To format a shape border, open the Shape Outline menu from 

the Format tab, and select one or more of the following: 
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 Color:  Choose a theme color, a tint of a theme 

color, or a standard color, or click More Outline 

Colors to select from a dialog box.   

 Weight:  Choose a line thickness, from 1/4 pt to 6 

pts, or click More Lines to specify some other 

weight in the Format AutoShape dialog box. 

 Dashes:  Choose a line style.  Choices include solid 

lines and various types of dotted and dashed lines. If 

desired, click More Lines to choose from a wider 

variety of styles in the Format AutoShape dialog 

box. 

 Pattern:  If desired, click Pattern and choose a 

pattern for the line. Unless it’s a really thick line, 

the pattern will not be viewable. 

Applying Solid Fills 

 To apply a solid color fill to a drawn object, follow these steps: 

1. Double-click the object to select it and to display the Format 

tab. 

2. Open the Shape Fill drop-down list. 

3. Do one of the following: 

 Click No Fill to remove any color, making the shape 

transparent. 

 Click a theme color (top row). 

 Click a standard (fixed) color (bottom row). 

 Click More Fill Colors to select a different fixed color. 
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Applying a Picture Fill 

 A picture fill places a bitmap image inside a shape.  It enables 

you to use any shape as a picture frame. 

 To apply a picture fill to a shape, follow these steps: 

1. Select the shape.  Double-click it to display the Format tab if 

needed. 

2. Click Shape Fill and then click Picture. The Select Picture 

dialog box opens. 

3. Navigate to the folder containing the picture to use, select it, 

and click Insert. The picture is inserted into the shape. 

 

Applying a Gradient Fill: 

 A gradient is a gradual blending of colors.  A gradient can be 

single-color (one color plus either black or white), two-color 

(one color blending into another color), or preset (special 

combinations such as rainbow or gold). 

 Several common one-color gradients are available from the 

Shape Fill menu.  

 To use one of these: 

1. Apply a solid color fill to the shape. 

2. Click Shape Fill, then point to Gradient.  The Gradient menu 

appears. 

3. Click one of the gradient presets. 

4. If you would like a different one-color effect, or if you want 

a two-color effect or a preset: 
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 click More Gradients. The Fill Effects dialog box opens 

with the Gradient tab displayed. 

 Select the desired gradient type:  One Color, Two Colors, 

or Preset. 

 Select the color(s) to use, or select a preset gradient.  

 for a two-color gradient, there are two boxes for selecting 

color, and for a preset gradient, there’s a list of presets. 

 If you’re creating a one-color gradient, drag the slider to 

adjust the amount of white or black in the gradient. (This 

step is not applicable for two-color or preset gradients.) 

 

 To add transparency to the gradient, drag the From and 

To sliders in the Transparency area. This enables you to 

transition not only from one color to another in the 

gradient, but between differing amounts of transparency.  

 Select a shading style from the list provided and then 

click one of the samples in the Variants area to fine-tune 

it. 

 Mark or clear the Rotate Fill Effect with Shape check box 

as desired. This setting determines 

whether the fill effect will rotate if 

you rotate the shape later. 
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 Click OK to apply the gradient to the shape. 

Applying a Texture Fill 

 A texture is a small bitmap image with edges that blend cleanly 

so that it can be tiled to occupy any size object.  

 Textures come with Office 2007 (and earlier versions too) and 

have effects such as wood, cloth, paper, and marble.  

 To apply a texture fill to an object: 

1. Double-click the object to display 

the Format tab. 

2. On the Format tab, click Shape Fill, 

point to Texture, and click the 

desired texture. 

3. Click OK. 

Applying a Pattern Fill 

 A pattern is a simple, repeating overlay of a one-color design 

over a background of another color. 

 There are also patterns with dots, dashes, lines, and so on. 

 To set up a pattern fill, follow these steps: 

1. Double-click the object to display the Format tab. 

2. On the Format tab, click Shape Fill and then click Pattern. 

The Fill Effects dialog box opens with the Pattern tab 

displayed. 

Star 
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3. Click the desired pattern. 

4. Open the Foreground menu and select the foreground color.   

As with other color selectors, you can select a theme color, a 

tint, or a standard color. 

5. Open the Background menu and select the background 

color. 

6. Click OK to apply the pattern. 

Applying Shadows 

 The shadow effect for a drawn object start by choosing a 

shadow style and direction from the Shadow Effects button on 

the Format tab.  

 To select a different shadow color, or to toggle semi-

transparency on/off for the shadow, open the Color submenu. 
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 To fine-tune the shadow positioning, click one of the Nudge 

Shadow buttons to the right of the Shadow Effects button.  

 You van nudge the shadow in any of four directions:  the center 

button toggles the shadow on or off entirely. 

Applying 3-D Effects 

 A 3-D effect adds depth to a drawn object, turning your flat 

drawings into something with perspective. 

 A 3-D effect has these properties: 

 Color:  The color of the 3-D effect. This choice does not 

affect the color of the shape’s front surface. 

 Depth:  The size of the 3-D effect, and the distance it 

extends from the front surface.  It’s not precision-

customizable, but you can choose from among these values: 
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0, 36pt, 72pt, 144pt, 288pt, and Infinity. 

 Direction:  The direction from which the 3-D effect extends 

from the front surface.  You can choose from nine 

directions. There are also separate selectors for two different 

views: Perspective and Parallel. These are two subtly 

different methods of calculating  the trajectory of the 3-D 

effect. You won’t notice much difference on a simple shape 

such as square, so try it on a wave or some other complex 

shape to compare. 

 Lighting:  You can choose Bright, Normal, or Dim, and you 

can also choose the direction of the ―lighting‖ to change the 

shading of the 3-D effect. 

 Surface:  Choose Matte, Plastic, Metal, or Wireframe to 

affect the shading on the shape and its 3-D sides. 

 Tilt:  You can tilt the 3-D effect up or down, or to the right 

or left. 

 To apply a simple 3-D effect, follow these steps: 

1. Double-click the shape to display the Format tab. 

2. Click 3-D Effects to open a menu of samples.  (Depending 

on the Window size, there might be a second 3-D Effects 

button to click on before the menu appears.) 

3. Click the desired effect. 

 To turn the 3-D effect off, click the 3-D Effects button and then 

click No 3-D Effect.  

6. Using SmartArt in typing 

 SmartArt graphics enable you to create professional-looking illustrations 

to display your data by illustrating relationships, charts, and matrixes.   

 You can create a SmartArt graphic in three easy steps.  Choose the type 
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of illustration (list, process, cycle, hierarchy, etc.), select a layout, and 

enter the text or data in the predesigned art.  With just a few clicks, you 

can create an awesome illustration of designer quality.   

 There are seven SmartArt categories: 

 List diagrams:  These diagrams show a list of items in a graphical 

format that helps to emphasize their importance. 

 Process diagrams:   These diagrams show the progress made 

toward a goal, and are useful for step-by-step procedures. 

 

 Hierarchy diagrams:  These diagrams show an organization’s 

structure, or when run horizontally, can be used for tournament 

brackets. 

 

 Cycle diagrams:  These diagrams show a repeating process. They 

are like process diagrams except the beginning and the end 

connect. 
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 Relationship diagrams:  These diagrams show how one item 

relates to another.  

 

 Matrix diagrams:  These diagrams show relationships of 

components to a whole, such as how the various departments make 

up a business unit. 

 

 Pyramid diagrams:  These diagrams show the progression of 

items from largest quantity to smallest quantity, such as the 

relationship of the number of workers to the number of executives 

in a company. 
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6.1. Inserting a SmartArt Diagram 

 To insert a SmartArt: 

1. On the Insert tab, click the SmartArt button from Illustration 

group. The Choose a SmartArt Graphic dialog box opens. 

2. Click the desired category of diagram, or click All to see all 

the diagrams at once. 

 

3. Click the desired diagram layout and then click OK.   A text 

pane appears to the left of the empty diagram layout. 

4. Click in a [Text] placeholder and type the desired text.  

Repeat for each [Text] place holder. 

6.2. Changing the Diagram’s Layout 

 Before you spend a lot of time on the formatting and 

appearance of a diagram, it’s wise to make sure that you have 

the right layout for your needs.  

 Preset layouts are available on the Design tab, and you can also 

customize the layout by adding or removing shapes, changing 

the diagram flow direction, and more. 

Choosing a Different Layout 

Exeutives 

Managers 

Workers 
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 To change the layout of a diagram, use the Layouts group 

controls on the Design tab. 

 To change to a different layout within the same major category 

(for example, to change from one Process diagram style to 

another), open the list of Layouts and click the desired style. 

 

 To change to a different layout in a different major category, 

choose More Layouts.  This reopens the Choose a SmartArt 

Graphic dialog box, from which you can choose any layout, 

even one that is radically different from the existing one. (You 

might need to move some text around after changing to a very 

different layout.) 

Changing the Flow Direction 

 Most diagram types can be reversed so that they flow from 

right to left instead of left to right, or in the case of a cycle 

diagram, counterclockwise instead of clockwise. 

 To reverse the flow, click the Right to Left button in the Create 

Graphic group of the Design tab. 

 

  Click it again to return to the original flow direction. 

Adding Shapes 

 Each diagram type starts out with a default number of shapes in 
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it, but you can easily add more shapes to it. 

 When inserting new shapes, you insert them in relation to an 

existing shape.  The new shape can either be of the same level 

of importance (that is, the same outline level) as the existing 

shape, or be superior or subordinate to it.  

 On most diagram types, there is only one level of shape, but on 

hierarchy charts many levels are possible. 

 To add a shape: 

1. Select the existing shape to which the new shape should be 

related. 

2. To insert a new shape at the default level, click the upper 

(graphical) portion of the Add Shape button on the Design 

tab.  To specify the level at which to insert the new shape, 

click the arrow near the bottom of the Add Shape button and 

then select the desired relationship. 

 

Removing Shapes 

 To removea shape from the diagram, select the shape and press 

the Delete key on the keyboard, or right-click the shape and 

choose Cut.  

 No warning appears; the shape is simply deleted.  You can use 

Undo (Ctrl+Z) to reverse a deletion immediately afterwards, 

however. 
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Promoting or Demoting a Shape 

 Promoting or demoting individual shapes helps fine-tune a 

multilevel diagram.  It is most obviously useful in a hierarchy 

chart such as an organization chart, but can be useful for adding 

detail to other chart types as well. 

 Each time you select a shape and click Demote, it moves down 

one level in significance. 

 Each time you select a shape and click Promote, it moves up 

one level. 

Adding Bulleted Lists 

 You can create bulleted lists subordinate to any level in the 

diagram, without having to do any demotion. 

 To create a bulleted list subordinate to a shape: 

1. Select the shape and then on the Design tab, click Add 

Bullet. A text box is created below the shape, and a bullet 

character is applied to it. 

2. Type the desired text.  Press Enter to type another bullet 

item if desired. 

3. To create a multilevel bulleted list, press Tab key at the 

beginning of the bulleted paragraph to indent it one level in 

outline significance.   And Shift+Tab to promote a bullet 

level within the outline. 
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Keystrokes for editing in a SmartArt Graphic: 

 

Controlling Diagram Size 

 Diagrams are objects, and have the same sizing and positioning 

options.  To resize a Diagram: 

 When a SmartArt diagram is selected, a light blue border 

appears around it.  This border has dotted tabs in the 

corners and on three sides; you can drag any of these to 

resize the diagram’s frame.  (The left side doesn’t have 

resizing dots; instead it has the two arrows for 

opening/closing the text pane.) 

 

 For more precise sizing of the diagram, use the Size 

controls on the Format tab.  Enter precise values in the 

Height and Width boxes of the Size group. 
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Positioning a Diagram 

 Position presets are available for diagrams, the same as for 

other graphic objects.  These presets set the diagram frame to 

precise relative or absolute positioning within the document 

page. 

 To apply a position preset to a diagram, follow these steps: 

 Select the SmartArt diagram. 

 On the Format tab, in the Arrange group, click Position.  

Then click one of the position presets. 

 To set an exact position for the diagram, you must set Text 

Wrapping to something other than In Line with Text. So first 

do this: 

 On the Format tab, in the Arrange group, click Text 

Wrapping. 

 Click any of the text wrap settings other than In Line with 

Text. 

 Next, open the Advanced Layout dialog box and choose 

specific positioning as follows: 

1. On the Format tab, in the Arrange group, click 

Position, More Layout Options.  The Advanced 

Layout dialog box opens. 

2. On the Picture Position tab, set the desired layout.  

You can choose layout by Alignment, by Book 

Layout, by Absolute Position, or by Relative Position. 

3. Set any options desired, such as Move Object with 

Text or Lock Anchor. 

4. Click OK to accept the new position setting. 

  



Chapter 2 Using Illustrations in Typing  

 

Prepared by:  Rehab Ibrahim Aitah  Page 90 

7. Using WordArt: 

7.1. Creating a WordArt Object 

 WordArt is a unique combination of a drawn object and text. 

You can make any words you like appear in it, but Word treats it 

more like a drawn object than like text.  

 WordArt is great for company logos, headings, decorative 

graphics on flyers and advertisements, and so on. 

 To create WordArt, start with one of the preset designs and then 

modify it.   

 The procedures to create WordArt with a preset: 

1. On the Insert tab, click WordArt. A menu of presets appears. 

 

2. Click one of the presets. The Edit WordArt Text dialog box 

opens. 

3. Type the text you want.  Keep it short and simple for best 

results. 

4. Choose a different font from the Font list, and a different size 

from the Size list. 

5. Click the Bold and/or Italic buttons to apply those formatting 

options. 

6. Click OK. The WordArt appears in the document at the 

insertion point. 
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7.2. Changing WordArt Text Wrap and Position 

Changing WordArt Wrap and Position 

 WordArt is placed inline with text by default.  

 To move it around on the page, set its Text Wrapping setting to 

Square, Tight, or one of the other non-inline options.  (Use the 

Text Wrapping menu on the Format tab.)  

 The position presets are active for WordArt, like for text boxes 

and clip art, and you can drag and drop a WordArt object 

anywhere in the document, like any other object. 

Editing WordArt Text 

 After the WordArt has been created, you might decide the text 

needs to change.  

 You cannot edit the text normally, but you can reopen the Edit 

WordArt Text dialog box by clicking Edit Text on the Format 

tab. (If the Format tab does not appear, double-click the 

WordArt.) 

 

7.3. Changing the Shape 

 The shape of the WordArt is the form into which the text is 

poured.  Some of the presets use nonrectangular shapes, and 
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there are many more shapes you can choose from as well. 

 To change the WordArt shape, select the WordArt and then 

select a shape from the Change Shape menu on the Format tab. 

 You can also change the shape by selecting a different preset. 

The same presets that were available when you created the 

WordArt initially are also available from the WordArt Styles 

group on the Format tab.  

 Click the down arrow to open the list and select again. 

 

7.4. Changing the Spacing 

 The spacing of the WordArt is the amount of blank space 

between the letters.  

 Select a spacing option from the Spacing list on the Format tab. 

Choose from Very Tight, Tight, Normal, Loose, and Very 

Loose. 

 

7.5. Changing the WordArt Fill  

 Fill for WordArt is just like it is for drawn objects.  Use the 

Shape Fill drop-down list on the Format tab, and choose either 

a solid color or one of the fill effects. 
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7.6. Adjusting Letter Height 

 By default, the letter heights in WordArt mimic those of normal 

text-capital letters are larger than lowercase letters.  

 When creating special effects, though, you might want to even 

them out.  

 To do so, click the Even Height button on the Format tab.  The 

difference between normal heights and even heights.   

 Note that this option does not make the letters capitalized; it 

just increases their heights. Click the button again to toggle the 

feature off. 

 

7.7. Switching Between Vertical and Horizontal Text 

 Some of the WordArt presets have vertical text, but you can 

make any WordArt vertical with a click of the Vertical Text 

button. 

 Click the button again to toggle the vertical presentation off. 

 Note that Vertical Text makes the letters run vertically on the 

page, but it does not rotate the letters.  

 Each letter appears oriented normally, one beneath the next.  If 

you want vertical text with the text rotated 90 degrees, create 

regular WordArt and then rotate it using its rotation handle. 

7.8. Setting WordArt Alignment 

 WordArt alignment is not an issue when the WordArt text 
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consists of a single line, because the WordArt’s outer frame is 

always exactly the size it needs to be to hold that text.  

 To use a text box metaphor, suppose that you have some text 

that exactly fits across the width of a text box.  Therefore, the 

Align Right, Center, and Align Left settings would have no 

effect on it because it has nowhere to go. 

 When you start getting into multi-paragraph and multiline 

WordArt. 

 To make a line break, press Shift+Enter, and to make paragraph 

break press Enter. 

 

Left Alignment 

 

Center alignment 

 To set alignment, use the Alignment menu from the Format tab. 

 Three Justify options appear on the Alignment menu:  Word 

Justify, Letter Justify, and Stretch Justify.  

 Each of these specifies a different treatment for lines that 

contain less text than the longest line.  

1. Word Justify keeps the words normal but adds space 

between them. 

2. Letter Justify keeps the letters normal but adds space 

between them and between words. 

3. Stretch Justify makes the letters larger and thicker to fill 

the available space. 
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Word Justify 

 

Letter justify 

 

Stretch Justify 

8. Watermarks: 

 A watermark is text that appears behind the main text of a document, 

like a faint image. 

 Sometimes a watermark is stamped into the paper in fine stationery, 

but more often a watermark is actually printed on the page.  

8.1. Inserting a Built-in Watermark 

 To use the built-in Watermark feature, open the Watermark 

menu (from the Page Layout tab) and click one of the samples. 

 

 To remove a watermark, reopen the Watermark menu and click 

Remove Watermark. 

8.2. Inserting a Custom Text Watermark 

 A custom text watermark can contain any text you like, and it 

can be formatted using any font, size, and color and oriented 

either diagonally or horizontally.  



Chapter 2 Using Illustrations in Typing  

 

Prepared by:  Rehab Ibrahim Aitah  Page 96 

 To add a custom watermark: 

1. Make sure the insertion point is in the section in which 

you want to insert the watermark if the document has 

multiple sections. 

2. From the Page Layout tab, click Watermark and then 

click Custom Watermark.  The Printed Watermark dialog 

box opens. 

3. Click Text Watermark.  The controls for creating a text 

watermark become available. 

4. In the Text box, either select a phrase from the drop-

down list or type your own custom text. 

5. Select Font, Size, and Color settings from these drop-

down lists. 

6. Make sure the Semitransparent check box is mark, and 

select the Diagonal or Horizontal for text layout. 

 

7. Click OK and the Watermark will be displayed onto your 

document. 

8.3. Creating a Picture Watermark 

 A picture watermark places a picture of your choice behind the 

main document, in a washed-out form (unless you specify 
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otherwise) so it does not impede text readability. 

 To create a picture watermark: 

1. Make sure the insertion point is in the section in which 

you want to insert the watermark if the document has 

multiple sections. 

2. From the Page Layout tab, click Watermark and then 

click Custom Watermark.  The Printed Watermark dialog 

box opens. 

3. Click Picture Watermark.  The controls for creating a 

picture watermark become  available. 

4. Click Select Picture.  The Insert Picture dialog box 

opens. 

5. Select the desired picture and click Insert. 

6. In the Scale list, select a percentage of the original size or 

click Auto to allow Word to choose the size 

(recommended). 

7. To allow the picture to appear as a washout 

(recommended), leave the Washout check box marked. 

 

8. Click OK to place the watermark into the document. 

8.4. Using a Clip Art Image as a Watermark 

 The Picture Watermark feature does not allow you to select clip 
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art from the Clip Organizer to use as a watermark, but there are 

ways around that.  

 You can insert the clip art into the header or footer and then 

float it outside the header/footer box.  

 (You’ll need to set its coloring to Washout manually.) 

 Follow these steps to use a clip-art image as a watermark: 

1. Insert the clip art into the header. 

2. Select the image.  The Format tab appears. 

3. Click the Position button on the Format tab, and select a 

position that shows the image centered vertically and 

horizontally on the page. 

4. Click Text Wrapping and then choose Behind Text. 

5. Click the Recolor button in the Adjust group and choose 

Washout. 

6. Display the Header & Footer Tools Design tab and click 

Close Header and Footer. 

9. Drop Cap 

 A drop cap is an enlarged capital letter at the beginning of a paragraph, 

―dropped‖ down into the paragraph.  

 Drop caps are used to call attention to the beginning of a chapter, section, 

or article; they say to the reader ―begin here .”  

 There are two basic styles of drop cap:  

 The Dropped style places the letter in the paragraph itself, so that the 

lines move over to accommodate its presence. 

 In-Margin drop cap places the letter to the left of the paragraph, and 

does not interfere with any line positions. 

 



Chapter 2 Computerized Typing (English & Arabic) - 3 

 

Page 99 Prepared by:  Rehab Ibrahim Aitah 

 

9.1. Creating a Drop Cap 

 To create a drop cap for a paragraph: 

 Click in the paragraph.  

 On the Insert tab, click the Drop Cap button and choose the 

type of drop cap you want. 

 To remove a drop cap from a paragraph, choose None. 

9.2. Creating Custom settings for Drop Cap 

 For a drop cap with custom settings: 

 At Drop Cap in the Insert tab, choose Drop Cap Options. 

 The Drop Cap dialog box opens. 
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 At the Drop Cap dialog box, you can select the following 

options: 

 Font:  By default, whatever font was previously applied to 

that letter is used  .  Sometimes a different font can make for 

a more interesting drop cap, though; for example, an Old 

English or handwriting style font can be attractive. 

 Lines to Drop:  The default is three lines. The larger the 

value here, the larger the drop cap will be and the further 

down into the paragraph it will drop. 

 Distance from Text:  The default is 0". Increase this value 

to increase the spacing around the drop cap. 
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10. English Exercises: 

Exercise G2-1: 

Type the following Drawing Object and insert the text inside it: 

 

Exercise G2-2: 

Type the following Drawing Object and insert the text inside it: 

 



Chapter 2 Using Illustrations in Typing  

 

Prepared by:  Rehab Ibrahim Aitah  Page 102 

Exercise G2-3: 

Type the following passage, considering formatting of the paragraphs, fonts 

and drawing objects alignments … etc.: 

 
 

 
  



Chapter 2 Computerized Typing -3         (English General Exercises) 

 

Page 103 Prepared by:  Rehab Ibrahim Aitah 

Exercise G2-4: 

Type the following passage, considering formatting of the paragraphs, fonts 

and drawing objects alignments … etc.: 

 
 

This relies on looking at a problem form different perspectives within a 

business.  The 4 Ps approach looks at problems from the following 

viewpoints: 

 Product Perspective:  is there something wrong with the product? 

 Planning perspective: are our business or marketing plans at fault? 

 Potential Perspective: if we were to seriously increase our target, 

how would we achieve these increases? 

 People Perspective: why do people choose one product over 

another? 

An example of this approach is shown below: 

 

Another approach to using a reframing matrix is to look at the problem from 

the viewpoints of different specialists.  The way, for example, that a doctor 

looks at a problem would be different from the approach a civil engineer 

would use.  This would be different from a sales manager's perspectives. 

Product  

Perspective 

Planning 

Perspective 

Potential  

Perspective 

People  

Perspective 

Problem: 

A neew product not selling well 
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Exercise G2-5: 

Type the following passage, considering formatting of the paragraphs, fonts 

and drawing objects alignments … etc.: 
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Exercise G2-6: 

Type the following passage, considering formatting of the paragraphs, fonts 

and drawing objects alignments … etc.: 

 
 

 
 

Figure 1-3:  the users of accounting information 

  

 

Accounting 
Information 

Investors 

Lenders 

Employees 

Suppliers and 
other trade 

creditors 

government 
and other 
agencies 

Public 

customers 
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Exercise G2-7: 

Type the following passage, considering formatting of the paragraphs, fonts 

and drawing objects alignments … etc.: 

 

 

  

Assessing thesituation 

Defining the critical issues 

specify the decision 

Making the decision 

Implementing the decision 

Monitoring the decision and adjusting 
the approach as events unfold 

The Rational Decision-Making 

Process 
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Exercise G2-8: 

Type the following passage, considering formatting of the paragraphs, fonts 

and drawing objects alignments … etc.: 

 

 

1. Taking Notes: 

1.1. Cornell Note-Taking System: 

There are many methods for note taking.  The Cornell  

Note-taking System is a well-known method that can help 

you organize what you read.  To the right is a note-taking 

activity based on the Cornell Note-taking System. 

1.2. Graphic Organizers: 

Using a graphic organizer to retell content in a visual 

representation will help you remember and retain content.  

You might make Summary a Chart or diagram, organizing 

what you have read.  Here are some examples of graphic 

organizers: 

1.2.1. Venn Diagrams: 

When mapping out a 

comparison-and-contrast 

text structure, you can use 

a Venn Diagram.  The 

outer portions of the circles 

will show how two characters, ideas, or items 

contrast, or are different, and the overlapping part 

A

&

B 
Item A Item B 
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will compare two things, or show how they are 

similar. 

1.2.2. Flow Charts: 

To help you track the sequence of events, or cause 

and effect, use a flow chart.  Arrange ideas or events 

in their logical, sequential order.  Then draw arrows 

between your ideas to indicate how one idea or event 

flows into another. 

 

2. Visualize: 

Try to form a mental picture of scenes, character, and events as you 

read.  Use the details and descriptions the author gives you.  If you 

can visualize what you read, it will be more interesting and you will 

remember it better. 

3. Questions: 

Ask yourself questions about the text while you read.  Ask yourself 

about the importance of the sentences, how they relate to one 

another, if you understand what you just read, and what you think is 

going to come next. 

4. Clarify: 

If you feel you do not understand meaning (through questioning), try 

these techniques: 

  

      

 

 
 

 Reread confusing parts of the text. 

 Diagram (chart) relationship between chunks of text, ideas, and sentences. 

 Look up unfamiliar words. 

 Talk out the text to yourself. 

 Read the passage once more. 

What to do when you do not understand? 
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Exercise G2-9: 

Type the following passage, considering formatting of the paragraphs, fonts 

and drawing objects alignments … etc.: 

There are several ways to organize a management structure.  Line authority 

is an organizational structure in which managers on one level are in charge 

of those beneath them.  An advantage of the line authority structure is that 

authority is clearly defined.  Each employee knows to whom she or he 

reports.  A disadvantage to line authority is that the managers have few 

specialists who help with their responsibilities.   

A line and staff authority organizational chart shows the direct line of 

authority (indicated by solid lines) as well as staff who advise the line 

personnel (indicated by dotted lines).  Figure 7.2 shows a line and staff 

organizational chart.  The line and staff authority structure enables managers 

to get advice.  However, a disadvantage is that it can lead to overstaffing, 

which can be costly.  Some firms have a centralized organization that puts 

authority in one place – with top management.  This helps managers 

throughout the firm to be consistent in decision making.  

Decentralized organization gives authority to a number of different 

managers.  Decentralized organizations are often evident in 

international 

businesses.  Some 

U.S. managers 

working in foreign 

countries have more 

decision-making 

power because they 

know their markets 

well.  Contrast what 

is the advantage and 

the disadvantage of line authority? 
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Exercise G2-10: 

Type the following passage, considering formatting of the paragraphs, fonts 

and drawing objects alignments … etc.: 
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Exercise G2-11: 

Type the following diagram: 
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Exercise G2-11: 

Type the following diagram: 
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Exercise G2-12: 

Type the following passage considering the right formatting for paragraphs, 

fonts, picture …etc. 

You have to insert a picture that contains flowers as indicated.  Picture 

alignment to be left and text to wrap around it. 
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Exercise G2-13: 

Type the following passage considering the right formatting for paragraphs, 

fonts, and picture. 

Use Drop Cap for the first letter of every paragraph. 
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 (:باللغة العربية)تمارين عامة  .11

  :1-2تمرين رقم 
 :اطبع الشكل التالي بشكل دقيق

  :2-2تمرين رقم 
 :اطبع الشكل التالي بشكل دقيق

 موجب+ 
 صوف –نايمون  –شعر الإنسان  –زجاج  – (موجب جدا  )يد الإنسان 

 نبرع –خشب  –قطن  –ورق  –ألمنيوم  –حرير  –فراء الحيوانات  
نيكل، نحاس، فضة، ذهب،  –( ليونايت)اط صمب مط –مطاط البالونات  

 (سالب)بولي ايثيمين تيمفون  -ولستر، 

 سالب -

 ملاحظة

تقاااااااس الطاقااااااة حسااااااب الن ااااااام 
العااااااااااااالمي لموحاااااااااااادات بوحاااااااااااادة 
الجااااول، وماااان أهاااام مضاااااعفات  

 .(KJ)الكيمو جول 
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 تمرين رقم 3-2: 

 :اطبع التمرين التالي بشكل دقيق، مع مراعاة التنسيق المناسب لكلٍ من الخط والفقرات
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  :4-2تمرين رقم 
 :اطبع التمرين التالي بشكل دقيق، مع مراعاة التنسيق المناسب لكلٍ من الخط والفقرات

 

 
  :5-2تمرين رقم 

 :التمرين التالي بشكل دقيق، مع مراعاة التنسيق المناسب لكلٍ من الخط والفقراتاطبع 
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  :6-2تمرين رقم 
 :اطبع التمرين التالي بشكل دقيق، مع مراعاة التنسيق المناسب لكلٍ من الخط والفقرات
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  :7-2تمرين رقم 
 :لكلٍ من الخط والفقراتاكتب التمرين التالي بشكل دقيق، مع إجراء التنسيق المناسب 
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  :8-2تمرين رقم 
 :اطبع الشكل التالي بشكل دقيق، مع إجراء التنسيق المناسب لمخط

 

 



Chapter 2 Computerized Typing -3         (Arabic General Exercises) 

 

Page 123 Prepared by:  Rehab Ibrahim Aitah 

  :9-2تمرين رقم 
 :اطبع الشكل التالي بشكل دقيق، مع إجراء التنسيق المناسب لمخط

 



Chapter 2 Using Illustrations in Typing  

 

Prepared by:  Rehab Ibrahim Aitah  Page 124 

  :10-2تمرين رقم 
 :لمخط اطبع الشكل التالي بشكل دقيق، مع إجراء التنسيق المناسب

 

 

  :11-2تمرين رقم 
 :اطبع الشكل التالي بشكل دقيق، مع إجراء التنسيق المناسب لمخط
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  :12-2تمرين رقم 
 :اطبع القطعة التالية، مع مراعاة التنسيق اللازم لمشكل والنص والخط

 



Chapter 2 Using Illustrations in Typing  

 

Prepared by:  Rehab Ibrahim Aitah  Page 126 

  :13-2تمرين رقم 
 :اطبع القطعة التالية، مع مراعاة التنسيق اللازم لمشكل والنص والخط
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  :14-2تمرين رقم 
 :اطبع القطعة التالية، مع مراعاة التنسيق اللازم لمشكل والنص والخط
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  :15-2تمرين رقم 
 :اطبع القطعة التالية، مع مراعاة التنسيق اللازم لمشكل والنص والخط
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  :16-2تمرين رقم 
 :والخطاطبع القطعة التالية، مع مراعاة التنسيق اللازم لمشكل والنص 
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  :17-2تمرين رقم 
 :اطبع القطعة التالية، مع مراعاة التنسيق اللازم لمشكل والنص والخط
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  :18-2تمرين رقم 
 :اطبع القطعة التالية، مع مراعاة التنسيق اللازم لمشكل والنص والخط
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  :91-2رقم  نتمري
تعععرقيم وال ععع   الفقعععرات والي القطععععل التاليعععل مععع  مرايعععاة الت سعععيم الم اسعععب ل ععع   معععن /اطبععع 

 .بالإضافل إلى ذلك استخدمي الحروف الاستهلاليل في بدايل    فقرة.  التوضيحي

 

 


