
A ffixing images in Word 
documents is a source of

confusion for many Microsoft
Office users. There may be prob-
lems with placement, text wrap-
ping and captioning. Luckily,
most of these problems can be
addressed by following a series 
of steps involving insertion 
and layout.

To affix images in Microsoft
Word documents, the user 
must first understand a couple 
of key features. I will walk
through a generic way of creat-
ing captioned images in Word
documents.

Step 1: Insertion
The most straightforward way to
insert an image into Word is to
use the Insert→ Picture→From
File menu item in the Insert menu.
From here, the user selects which
image(s) to insert in the document.

What Word does at this point is
sequentially insert the selected images
at the insertion point indicated by the
cursor. In general, Word will store the
inserted images in their original for-
mat, unless the image type is not
natively supported in Word (in which
case the image is converted to an
understood type). Each image is
inserted at a size that Word believes is
reasonable in comparison to the rest 
of the document.

A second way images are often
inserted is by Copy→Paste from
another document or application. In
this case, Word picks a format that it
believes is best for purposes of fidelity
and “editability.” The user can override
Word’s selection by explicitly picking a
type to paste, for example, by using the
Paste Special command (but this is not
recommended unless there is a need for
a particular type of image).
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Step 2: Captioning
If the user wants text, such as a
caption, to move with the image,
one easy way is to insert the
image following the steps
described above: select the image
and then select Insert→Text Box.
This creates a new text box object
and embeds the image inside it.
Note that the user may have to
resize the text box frame to
encompass the image. The user
may then type captions, labels or other
desired text into the text box either
above or below the image. If the process
is done correctly, the user should see
something like Fig. 1.

The border may be omitted by select-
ing “No Line” for the text box (select the
text box, then Format→Text Box→
Colors and Lines→Line Color). In
OfficeXP, a useful feature for captioning

is also the Insert→Reference→Caption
function. I leave it up to the user to
explore this feature.

Step 3: Layout and placement
This subject is probably the hardest to
grasp. I will outline an easy mechanism
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Figure 2. A much simpler layout selection
is “Inline with Text.”

Figure 1. A captioned image 
created using the text box option.

To affix images 
in Microsoft Word
documents, the
user must first
understand a 
couple of key 
features related 
to insertion, 
captioning, layout
and placement.

Text may be typed either above or
below the image using the text
box option.

The user can add a headline 
or caption here.

Text” layout selection, the graphic will move to
accommodate the newly inserted text.

When more text is
added, the figure shifts further to accommodate it.

“Inline with In the  
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for layout and placement of the text
box/graphic that has just been inserted
following the steps outlined above.

By default, the text box that’s been
inserted has Square Wrapping turned
on. While this function entails a more
flexible layout (e.g., you can drag the
text box and the text will flow around
it), it is somewhat difficult to under-
stand and predict the behavior of the
text box in all circumstances.

A much simpler layout selection is
“Inline with Text.” Basically what this
means is that the text box (which now
contains a graphic and some text), is
inside the flow of the Word document.
For example, in the case shown in Fig. 2,
if I type in the first sentence, the graphic
will move to accommodate the newly
typed text.

Note that in Office 2000, “Inline with
Text” is not an option for text box lay-
out. If you have Office 2000, you will
have to drag the text box to the desired
place in the document and go to
Advanced Options (select the text box,
then Format→Text Box→Layout).
Uncheck “Allow Overlap” and select
“Top and Bottom” wrapping in the Text
Wrapping tab. This essentially tells Word
to keep the document clear to the left
and right of the graphic.

A new option:
the drawing canvas
In OfficeXP, use of the “Inline with Text”
method described above is one option.
Another is to use the new Drawing
Canvas (activated by Insert→Picture→
New Drawing). The canvas is essentially
a blank space into which you can put
pictures, text boxes or any other shapes.
Overall, the drawing canvas behaves like
an inline shape (that is, its placement is
affected by the text around it). In the
drawing canvas the user can insert mul-
tiple overlapping pictures, something
that was not easy to do in Office 2000.

Although not foolproof or multipur-
pose, the techniques described above
should help most users who are con-
fused about how to affix images in either
Office 2000 or OfficeXP.
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