Tips for using One Page Profiles.

Selecting your
photo

From the Insert menu
on the Word menu bar
select first ‘Picture’ then
‘From File’. This will
open a browser window
to select your file.
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Once you have slelcted a file click open to paste that image into your Word file. |
freqeuently like to use tables in creating one page profiles and other documents you can
insert a photo directly into a cell in a table but once you have you will not beable to use
‘Format Picture’ to change the picture properties. To avoid that problem | first insert the
photo into a blank Word document and format the picture then | use copy and paste to
put the photo in the table in the final document.



Formatting the photo

Right clicking on the photo will pull up
a menu that allows you to to a variety
& Cut of things with your photo. Begin by
Copy selecting Format Picture.
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Cut

Copy

Right click on the picture and choose Borders
and Shading to create a border for your photo

Show Picture Toolbar and select the width and color of the border.

Borders and Shading... |

Caption... Caption allows you to add a caption to the
: photo.
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Compressing photos

After you are satisfied with how your photo(s) looks in the document you will want to
compress or size the image. Failure to do this will result in the document taking up a

huge amount of space on the hard

drive and taking a long time to edit and r——— 2] x|
print. Word has a simple compression il et | et [P st e
utility built in. Click on the ‘Picture’
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Then click on ‘All pictures in document’ The
resolution should be set to ‘Print’, ‘Compress

i ie_n-m Resoluton: 200 i pictures’ and ‘Delete cropped areas of pictures’
o should be checked. Then Click ‘OK’. Click
:fgomp.esso;:es ‘Apply when the warning message comes up and
" SSeR s st you are ready to continue formatting your picture
[ [ ] one | or you can click ‘OK to go back to your

o | cance document.

Save and print

Your final task is to save and print the document. You should save your document the
same way you would save any other Word document.
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