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CREATING A WATERMARK IN MICROSOFT WORD
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The task is to create a watermark.  We will accomplish this task in Microsoft Word.  

Start the Microsoft Word application.

Selecting The Graphic

Select the Insert Menu

Select Picture

Select the Clip Art tab

Select the category of your choice.

Select the desired graphic with the Insert Clip button.

Notice there are other options available.

The screen tips provided by Microsoft define these options.

As we move slowly through the choices, the screen tip will change.

Insert the graphic of your choice with a left click on Insert Clip.

Close the Clip Art window.

Click anywhere on the graphic to select it.

Notice the box around the graphic. This indicates the graphic is selected rather than any text that might appear on the screen.

Formatting The Graphic As A Watermark
Right Click on the graphic

A series of menu choices are now visible.

Select Format Picture option.
[image: image3.wmf]
With the picture tab selected

Select Watermark

  or “Washout”

You can also control

  the brightness
    and contrast on your own
      to fine-tune the appearance.
Before selecting OK, it will be necessary to set one additional parameter

While still in the Format Picture options, select the Layout tab.



With the Layout Tab selected,

Select the Behind Text option

Now you can select OK

Placing The Text

Left click outside of or away from the graphic.
The text should now appear on top of the graphic.

As you add more text and hit return, it might cause the graphic to move or float down the page with the text cursor.
Repositioning the graphic so its “anchor” is above the cursor location will correct this problem.

So,

After hitting return and entering several lines (blank or with text), Left Click and Hold on the Graphic.

Drag the Graphic to the desired position on the page.

If placed above the text cursor location then subsequent entering of text “below” the graphic will not affect the graphic’s location.

The task is complete.
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