
1. Introduction to the Picture Option:
● The Picture option in Microsoft Word allows users to insert, format, and

manipulate images within their documents.
● It provides a range of tools and features for enhancing the visual

appearance and layout of documents with images.
2. Inserting Images:

● Users can insert images into their documents using the Picture option
on the Insert tab.

● Word supports various image formats, including JPEG, PNG, GIF, and
BMP, which can be inserted from local storage, online sources, or
Microsoft's image library.

3. Resizing and Scaling:
● Once inserted, users can resize and scale images to fit their document

layout using handles on the image border or by specifying precise
dimensions in the Size group.

● Maintaining aspect ratio while resizing ensures that the image
proportions remain unchanged.

4. Positioning and Alignment:
● Word offers options for positioning and aligning images within the

document using the Alignment options in the Arrange group.
● Users can align images with the text, align them with specific margins

or paragraphs, or position them relative to the page.
5. Text Wrapping:

● Text wrapping controls how text flows around the inserted image.
● Word provides various text wrapping options, such as In Line with Text,

Square, Tight, Behind Text, and In Front of Text, allowing users to
achieve different visual effects.

6. Formatting and Styles:
● The Picture Format tab appears when an image is selected, providing

tools for formatting and styling images.
● Users can apply effects, borders, shadows, and artistic styles to

images to enhance their appearance and visual impact.
7. Adjusting Brightness and Contrast:

● Word offers options for adjusting brightness, contrast, and other image
properties using the Corrections and Color tools in the Picture Format
tab.

● Users can fine-tune image settings to improve clarity and visual appeal.
8. Cropping and Rotating:

● The Crop tool allows users to remove unwanted portions of an image
to focus on specific areas or improve composition.

● Users can also rotate images clockwise or counterclockwise to adjust
orientation using the Rotate tool.



9. Saving and Compressing Images:
● Before finalizing the document, users should consider saving and

compressing images to reduce file size and improve performance.
● Word provides options for compressing images without compromising

quality to optimize document size.
10.Conclusion:
● The Picture option in Microsoft Word offers powerful tools and features for

inserting, formatting, and manipulating images within documents.
● By mastering the functionality offered by the Picture option, users can create

visually stunning and engaging documents for various purposes.


