BBT9 Activity 3 — Text Boxes; Logo Activity 1

The Text Box

What is the purpose of a text box? It is a tool typically used to enhance a graphic presentation.
Text boxes give you control over the position of a block of text in your document. You can place
text boxes anywhere in the document and format them with shading and borders. Text boxes can
be useful for drawing attention to specific text. They can also be helpful when you need to move
text around in your document. Word allows you to format text boxes and the text within them

as WordArt.

To insert a text box

Select the Insert tab, then click the Text Box command in the Text group.
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A drop-down menu will appear. Select Draw Text Box.
Then Click, hold, and drag to create the text box. B st oS0 o otcccom :
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The insertion point will appear inside the text box. This is where you can begin typing.
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You can change the font style and size by highlighting the text in the box. To do this click, hold
and drag to highlight the text you want to change, then make the change in the Font group of the

Home tab.
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You can click outside the text box to work on the rest of your document.
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For example, select the Position tab. If
you click the Alignment radio button T
under the Horizontal controls you can align the

text box to the left, center, or right
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However, if you need to place your text box in a very specific place on the page, say every time on
several pages, then you can use the Absolute position radio button to place the text box at a
specific location both horizontally and vertically on the page. (more on this later).
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To resize a text box

Click the text box, then click, hold, and drag any of
the sizing handles on the corners or sides of the text
box until it is the desired size. However, the Layout
menu has a size tab which offers tools to resize your
textbox.
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To change the text box shape:
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From the Format tab, click
the Edit Shape command.

Change the shape of this drawing,
convert it to a freeform shape, or
edit the wrap points to determine
how text wraps around the drawing.

Hover over Change Shape then select the desired shape from the menu that appears.
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The text box will appear formatted as the shape.

PAGE LAYOUT REFEREMCES

L2 Shape Fill -

MAILINGS REY

r A |
3

r )|
Rectangles

(I B | B Y
Basic Shapes

OAMNTLRQCOOOO®®
LCOoORiZa0 880
O ®~ ] ,::{_Trapezc_icl.i, ,K e _\.[ :]
014

Block Arrows

DTV QTHPLEPR I
€ dvnidD > RPN
GHaR

f )

/atugi'b dizza \




BBT9

To change the fill
color:

Select the text box, then
on the Format tab, click
the Shape Fill drop-down

arrow. The Shape
Fill menu will appear,

then Select the color you
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The text box will appear in the selected fill color.

To change the
shape outline:

Select the text box,
then on

the Format tab, click
the Shape

Outline drop-down
arrow. The Shape
Outline menu
appears, then select
the color you want to
use. If you want to
make the outline
transparent, select No
Outline.
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I chose the orange accent 2, lighter 40% as shown here:
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To change the shape

style: REVIEW  VIEW FORMAT
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Add some artistic flair by choosing
between predefined text styles.

A drop-down menu of styles will appear. Select the style you want to use.
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To change shadow effects:
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To adjust the shadow color, size,

. A MA Text Direction ~ ] = 1 1Bring Forward ~
distance, and more, select Shadow 22 .

Options from the drop-down
menu. The Format Shape pane
will appear. (be careful to adjust
the shape options not the text
options).

3D effects

There are two kinds of effects
you can apply to text boxes to
give them a 3D appearance:
3-D Rotation and Bevel. 3-D
Rotation makes text boxes
appear as if you are viewing the
text box from a different

angle. Bevel adds thickness and
a rounded edge to text boxes.

To use 3-D Rotation:

Select the text box, then on

the Format tab, click the Shape
Effects drop-down arrow. In the
menu that appears, select the
desired 3-D Rotation effect.
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To use Bevel:
Select the text box, then on REFERENCES  MAILI
the Format tab, click the Shape 2% Shape Fill
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Creating WordArt

In addition to adding effects to a text box, you can add effects
which is known as WordArt. For the most part, the types of effects you can add are the same
as the ones you can add to shapes or text boxes (shadow, bevel, etc.). However, you can

also Transform the text to give it a wavy, slanted, or inflated look.

To apply a quick style to text: REFERENCES ~ MA
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several effects to your text at once. You can  LZ shape Outline -
then refine the look of your text by adding or & Shape Effects -
modifying text effects. . =
Select the text box, or select some text inside

of the text box, then on the Format tab, click
the Quick Styles command in the WordArt
Styles group. A drop-down menu of text
styles will appear. Select the style you want
to use.

The text will appear in the selected style. If
you want, you can change the font or font
color from the Home tab.
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To convert regular text into WordArt:
For text to be formatted as WordArt, it must be inside a text box. However, there is a

shortcut that allows you to convert text into WordArt even if it's not in a text box.

Select the text you want

to convert, then click HomE
the Insert tab, then click ™
age

the WordArt drop-down
arrow in the txt group. A
drop-down menu of
WordArt styles will
appear. Select the style
you want to use.
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Word will automatically create a text

box for the text, and the text will appear

in the selected style. If you want, you

can change the font or font color from

the Home tab.

Trivia Night

To transform text:

Select the text box, or select
some text inside of the text
box, then on the Format tab,
click the Text Effects drop-
down arrow in the WordArt
Styles group.
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A drop-down menu of effects will
appear. Hover the mouse

over Transform and select a transform
effect from the menu that appears.
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piece of WordArt (or clipart). abcde  a l’f“*‘t\\f abcde abcde

Mave 2

ahcde ahrde abcde

% If desired, you can add additional effects such as shadow, bevel, and more to the
transformed text.

Challenge!

1. Create a new Word 2013 document. If you want, you can use our practice
document.
Insert a text box.

Enter some text into the text box. If you're using the example, enter the text Every
Friday from 7-9 pm.

Move the text box to a new location.

Try changing the shape of the text box.

Change the fill color of the text box.

Change the outline of the text box to No Outline.
Try applying some effects to the text box.

Add some WordArt effects to the text.
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https://media.gcflearnfree.org/ctassets/topics/233/Word2013_TextBoxes_Practice.docx
https://media.gcflearnfree.org/ctassets/topics/233/Word2013_TextBoxes_Practice.docx
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The Power of the Text Box

Microsoft Word is still primarily a writing tool and I think Word's developers realize that most
people are not going to use it as a graphic program. As such, the extra features and pre-formatted
options that a Word text box employs have been developed primarily to enhance the written
document. Using the text box tools Word offers, anyone can easily turn an ordinary report into a
more professional looking presentation.

As much as | like that premise, a Word text box can do more than just supplement other written
text. It can also be a powerful aid to any graphic presentation. Text boxes work well with
photographs, maps and other graphic elements. A little creativity with some of these other
elements (like shapes and lines) and with imported images (like photos and maps) can turn a word
document into an even more complete and polished presentation.
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An annotated map is a great example of the power of Word graphics. Everything was done right in
Word (inserted google map, added and formatted text boxes, added various types of lines to point
and create boundaries, added a border).



