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4.13: Adding Images

Learning Outcomes

o Insert images.

To add an image, put your cursor where you want the image to appear (at the beginning of a paragraph is a good place). Then go to
Insert>Pictures.
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A window will pop up to let you choose a picture saved on your computer.
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COrpOrate communication, research and measurement, and reputation management. Business
‘communication may also refer to internal communication: In a large company, a communications
director may be in charge of managing internal communication and crafting the messages sent to
emplayees. From an HR point of view, effective c ication within an ization is vital to building
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on three distinct parts: sender, message, and receiver. More complex models add a fourth element: the
channel used to send the message. We'll talk more about channels later in this module, but for now, you
«can think of the channel as the medium, or form, of the message. Channels can take verbal, nonverbal,
and written forms. Emails, conversations, video conferences, television ads, and Web site publications
are all of specific ¢ ication channels.
In business, the sender and receiver roles can be filled by many people within and outside of the
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The image will appear where you placed your cursor. You can click and drag the image to anywhere within the text.
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You may recognize a lot of these controls from the Text Boxes section, such as the resize dots at each side and corner that you can
use to increase or decrease the size of the image. To maintain the proportions of the image, hold down the Shift key while clicking
and dragging a corner. You can also rotate the image by clicking and dragging the circular arrow at the top of the image.

Practice Question
https://assessments.lumenlearning.co...essments/18606
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License: CCO: No Rights Reserved

Lumen Learning authored content
e Adding Images. Authored by: Lumen Learning. License: CC0O: No Rights Reserved

4.13: Adding Images is shared under a CC BY license and was authored, remixed, and/or curated by LibreTexts.

https://biz.libretexts.org/@go/page/46479


https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46479?pdf
https://courses.lumenlearning.com/wm-compapp/chapter/text-boxes
https://assessments.lumenlearning.com/assessments/18606
https://creativecommons.org/about/cc0
https://creativecommons.org/about/cc0
https://biz.libretexts.org/Courses/Lumen_Learning/Book%3A_Computer_Applications_for_Managers_(Lumen)/04%3A_Microsoft_Word_Intermediate_Skills/4.13%3A_Adding_Images
https://creativecommons.org/licenses/by/

