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Test Series Module 1 - Working with Text Boxes in MS Word

Introduction to MS Word and Marketing Designs

Microsoft Word is a popular word processing software used to create documents
like letters, projects, reports, and marketing designs. It is part of Microsoft
Office.

In MS Word, we can create attractive designs using tools like text boxes, shapes,
pictures, tables, and text effects. These tools help us make posters, flyers, and
brochures for marketing purposes.

1 ]
o

To save a document in MS Word:

¢ Click on File — Save As

e Choose the location

e Enter the file name

 Click Save

The default file extension of MS Word is:
e .docx

— Banking &

Insurance Designing in MS Word means arranging text and visuals in a creative and neat way

to make the document more attractive and easy to understand.

(o1 Re a8 Definition of Insert Menu
ervice

The Insert Menu in MS Word is a feature that allows users to add various elements
such as tables, images, charts, text boxes, and other objects into a document.
m IRl 8 This menu helps enhance the document’s structure, readability, and visual appeal.
Services

Text Elements || 2] Quick Parts * ‘ﬂ,‘ Signature Line ~
A WordAt [ Date & Time
12 DropCap [ Object

Text

Il

e Text Box - Adds a movable box for

highlighting information.

e WordArt - Applies decorative text

styles.

e Drop Cap - Enlarges the first letter
MBA of a paragraph for emphasis.
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Test Series

Text Box in MS Word [Z] Quick Parts ~ [ % Signature Line ~ JT Equation ~

. . 4 WordArt ~ [ Date & Time €2 Symbol ~
A Text Box in MS Word is a Text |, St 2
movable, resizable Baxw| ==DropCap~  [TObject -

container used to insert Bullt-in

and format text separately —
from the main document. It = ===
allows users to place text
anywhere on a page,
making it useful for
highlights, callouts, and

creative designs.
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Simple Text Box Austin Quote Austin Sidebar

—
— Banking &
" Insurance

Banded Quote Banded Sidebar Facet Quote |

Central Govt. E Moaore Text Boxes from Office.com »

ervice
B3] Draw Text Box
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Test Series Use of Text Box:

A Text Box in MS Word is used to place text anywhere in a document, allowing
better design, emphasis, and organization. It helps highlight important
CBSE information, create callouts, and improve readability in reports, flyers, and
presentations.

©

Save Selection to Text Box Gallery

1

The "Save Selection to Text Box Gallery"” feature in MS Word allows users to save a
customized text box for future use. This saves time by letting users quickly insert
pre-designed text boxes instead of recreating them each time.

Helping Tool of Text Box

The Format Menu in MS Word provides tools to customize the appearance of text,
images, shapes, and other elements in a document. It helps improve readability,
design, and overall presentation.

.
— Banking &
t
Insurance “ Home Insert Page Layout References Mailings Review Developer Format a 0

= OO0 - £ edit Shape A TextFill - I8 Text irection ~ ¥ ﬂ & Bring Forward * |2 Align ~

W 18w
\\C P L Shape Fill *

TLo L G +| B orawText Box Abc | [ Abc | +| T2 Shape Outiine = /A A\ « @retoutine~  [FatignText -
AP ) L M\ Position
VA { o . 7\ = i

Shape Style %

«/ Shape Effects ~ TextEffects » & Create Link

8] 232

% Send Backward ~ 2]
b Wrap =1 243
0 Ted~ JSelectionPane S Rotate » | *3 Cotad

|5
rt Shap

Central Govt. = - — - Worgat e et o
ervice

m State Govt.

Services

Edit Shape feature in MS Word

| ECEditShape | || —
The "Edit Shape” feature in MS Word allows.users to :
modify an existing shape by changing its form, \ @ SUIES S '
adjusting its points, or converting it into another < Edit Points

shape. This is useful for customizing diagrams, _
MBA flowcharts, and creative designs. d T | Reroute Connectors
Entrance \

vs _LAW

= Entrance

Reroute Connectors

L1

WTT Y g The "Reroute Connectors” feature in MS Word automatically adjusts the path of a
—  Services connector (line linking two shapes) to find the shortest or most efficient route.
This is especially useful in flowcharts, diagrams, and organizational charts where
connectors need to avoid overlapping or tangled paths.
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LCEEELEEN o1ape Styles in MS Word

[

Shape Styles in MS Word are predefined
formatting options that allow users to
customize the appearance of shapes,
such as rectangles, circles, and arrows.
These styles help enhance the visual
appeal of shapes by applying colors,
outlines, and effects with just one click.

CBSE

I

Shape Fill

)
b
A

[=]

ther Theme Fills

Shape Styles in MS Word are predefined
formatting options that allow users to customize the |—
appearance of shapes, such as rectangles, circles, and _ | []
arrows. These styles help enhance the visual appeal of Theme Colors

shapes by applying colors, outlines, and effects with just | M © B NN &= =

- Blanking & one click. | I I I I I a I
: nsurance
- Shape Fill - Gradient I I.

Standard Colors
A Gradient in MS Word is a color effect that blendstwo |mm®w mEmE®
LRI or more colors smoothly within a shape. It enhances the No Fill
Service visual appez?\l of shapes, making them more attractive © More Fill Colors...
I:I and professional. _
E] Picture...
St t G t No Gradi Gradient
u e ov = lo Gradient
m Services . Texture
Pattern...

Light Variations
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Shape Fill - Gradient - More Gradient

In Microsoft Word, a "gradient”
typically refers to a gradient fill
effect applied to shapes, text, or
backgrounds. It creates a smooth
transition between two or more
colors, making the design look
more attractive.

Customize the Gradient:
 Preset Gradients: Click on
Preset colors to select a
predefined gradient.

 Gradient Stops: Adjust colors
and positions to create a custom
gradient.

 Direction and Angle: Set the
flow and orientation of the
gradient.

e Transparency and Brightness:
Modify these settings to achieve
the desired effect.

Shape Outline

In Microsoft Word, a shape outline refers to the border
or the edge of a shape, such as a rectangle, circle, or
any other shape inserted into the document. The
outline helps define the boundaries of the shape and
can be customized in terms of color, thickness, style,

and other visual properties.

Fill Effects 7 x

Pattern | Ficture

IEﬂt Texture
Calors

O One color
{_} Two colors

O Presat

Transparency
From: « > 0w

Tu: < > 0%

4F 4 F

Shading styles

O I larizantal

() Wertical

O Diagonal up
(") Diagonal down

O From corner

Varians

-
-

Rotate fill effect with shape

Sample:

-

UK Lancel

) From center

B - [
IIL__' Shape Outline ~ | e

Theme Colors
| HENEN mn

.III||||||

Standard Colors

| B EEEEE
No Outline

va? More Outline Colors..

= Weight »

===  Dashes 4

[2] Pattern..
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Test Series Shape Effects
Zi» shape Fill ~
L™ Shape COutline —
_ In Microsoft Word, Shape Effects are special visual asnapeeneass] || 4

enhancements that can be applied to shapes, such as text R =
boxes, autoshapes, or drawn objects. These effects can —
make your shapes stand out and improve the overall ) smecow ¥
design of your document. -~

| Reflection >

1 ]
o

| Glow L4
/] I C s E Soft Edges =
J Bewel L4

—
l 3-D Rotation »

WordArt Styles

WordArt Styles in Microsoft Word are pre-designed text effects that let you create
decorative and visually appealing text. These styles include:

- Banking & e Text Fill - Allows you to fill the text with solid colors, gradients, textures, or
Insurance pictures.

e Text Outline - Adds a border around the text with different colors and

thicknesses.

ey o Text Effects - Applies effects like shadows, reflections, glows, 3D rotation, and
ervice bevels.

e Transform - Lets you bend, stretch, or shape the text into different forms (e.g.,

wavy, circular).
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Test Series [EiEY

A [Text Fill ~ | |l Text Dird
Text Fill is a formatting feature in Microsoft Word that B :iutomatic

allows you to change the color, gradient, texture, or even | 1,.me colors

use an image inside the text. It is commonly used in B EEEEEE
WordArt to create decorative text.

Text Outli
Text Outine .I.I||||||

Text Outline is a feature in Microsoft Word that allows Standard Colors
you to add a border or stroke around text. It is commonly |l H EEEEN
used in WordArt to make text stand out with different Mo Fill

colors, thicknesses, and styles. % | More Fill Colors...

p— |] Gradient 4

&lvext outline | [ align Te

. Automatic

Theme Colors

— Banking & B EEEEEN
" Insurance

cen;’:rlvg:“' Standard Colors
(] EEEEN _
Text Effects ~| | == i
No Outline :
)  More Qutline G&lars... e "
o State Govt. | FEEuNEEN ,
Services = Weight Refiection  »
== Dashes »
Text Effects Glow v
o4 _LAW Text Effects in Microsoft Word allow you to add visual styles L\ Bever 4
S LULLTEEE to your text, making it more attractive and eye-catching. '
These effects can be applied to both WordArt and regular L\ 3-DRotation »

text.
4% Transform .4
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Test Series

Text Direction

Il extDirection | [ [
Text Direction in Microsoft Word allows you to
change the orientation of text in tables, text boxes, ABC || Horizontal
CBSE and shapes. You can rotate the text vertically, '

horizontally, or at an angle.

©

Rotate all text 90°

Align Text

Text Alignment in Microsoft Word allows you to
position text horizontally and vertically within a
document, table, text box, or shape.

Rotate all text 2707

28v

ABC

“ﬁ Text Direction Options...

Create Link

== Align Text ~ |
You can add a hyperlink to text inside a text box in Microsoft

Word to link to a website, email, another document, or a
specific section within the same document.

Top

— Banking &

Insurance Middle

Eottom

Central Govt.
ervice Position feature in MS Word

In Microsoft Word, you can control the position of text,
State Govt text boxes, images, and other objects to create a well- |_§|
m I I organized document layout.

I

:" . ring Forwar
|5¢ Bi F d
& send Backwarq
Position| Wrap

- Text ~ ET,}SElECtiDH Pane

|| Im Line with Text

| :
s LAW
= Entrc nce With Text Wrapping
| SREE
MBA = = =
I:I == = i
2 Rﬁ"WG,’S & Metro (& mMore Layout Options...
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Test Series

Wrap Text in MS Word ~ o ]
. . Wrap Bring Send S|
_ Wrap Text in Microsoft Word controls how text flows Text ~ |Forward ~ Backward ~

around images, text boxes, tables, and other objects.
This feature helps position objects more flexibly within

In Line with Text

@ CBSE
- 4 a document. Tight
Through
I:I Bring Forward \‘ o
’ ) . Tep and Bottem
1 Bring Forward|¥| |2 Align ¥

Behind Text

The "Bring Forward" option
in Microsoft Word is used _b Bring Forward
to move objects (such as 3
images, text boxes, g Bring to Front
shapes, or WordArt) to the Fix Position on Page

In Front of Text

Edit Wrap Points

T IEEY B

Mowve with Text

front of the document 33 Bring in Front of Text I—ME e
layout, placing them above gre Layout Options
other elements.

ni

Set as Default Layout

— Banking &
" Insurance

Send Backward Il—:h send Backward! = E -

o e The "Send Backward” option in Microsoft Word is LY  Send Backward
ervice used to move objects (such as images, text boxes, B8 Sendto Back

shapes, or WordArt) behind other elements in a =

document. This helps organize overlapping objects. |=} send Benind Text
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Selection Pane Selection and Visibility ~ X
Shapes on this Page
Rectangle 396 [=1

The Selection Pane in Microsoft Word helps manage and
organize multiple objects (such as images, text boxes,
shapes, and WordArt) in a document. It allows you to
select, hide, show, and reorder objects easily.

Group feature in MS Word

The Group feature in Microsoft Word allows you to
combine multiple objects (such as images, text boxes,
shapes, or WordArt) into a single unit. This makes it
easier to move, resize, or format them.

Show All - -

Hide all Re-order
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LCEELUEN Rotate feature in MS Word

2
I!_ZE, Rotate = || *2 v

The feature in Microsoft Word allows you to turn objects “L Rotate Right 90°

such as images, text boxes, shapes, and WordArt to
different angles for better design and alignment. 4= Rotate Left 90°

= Flip Vertical

Align
Ak Flip Horizontal
The Align feature in Microsoft Word helps position text, i
images, text boxes, shapes, and other objects neatly
within the document. It ensures that elements are evenly spaced and properly
arranged. 1= Atign - |

More Rotation Options...

O
7

| &1 2 30~
I= Align Left

Height and Width & Align Center
=| Align Right
In Microsoft Word, you can adjust the height and width of T Align Top
_ images, text boxes, shapes, tables, and other objects to = Align Middle

=
=
=

ensure they fit properly in your document. Biuptiatian

Distribute Horizontally

— Banking &
" Insurance

e 5 |

Diistribute VYertically

- .
fd 2.32 - Align to Page

ul" Align to Margin
= . &
T 243
Central .GOVI'. i T View Gridlines
Service Size f#H# Grid Settings...
I:I L ‘
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Make this Assignment using Text Box in MS Word

Text 1

Your Text Here

=  Your Text Goes here

= Download this awesome
diagram

=  Bring your presentation
tolife

= Capture your audience’s
attention

=  Your Text Goes here

= Download this awesome
diagram

=  Bring your presentation
tolife

3 Text Boxes

Put Text Here

= YourText Goes here

= Download this awesome
diagram

=  Bring your presentation
tolife

= Capture your audience’s
attention

=  Your Text Goes here

Download this awesome

diagram

4 7
Your Text Here

Your Text Goes here
Download this awesome
diagram

Bring your presentation
tolife

Capture your audience’s
attention

Your Text Goes here
Download this awesome
diagram

Bring your presentation
tolife
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