11.Adding Alt Text:

e Alt text, or alternative text, provides a textual description of images for
accessibility purposes.

e Word allows users to add alt text to images to ensure that they are accessible
to individuals who use screen readers or have visual impairments.

e Alt text should be descriptive and convey the content or function of the image.

12.Grouping Images:

e Users can group multiple images together to move, resize, or format them as
a single unit.

e Grouping images helps maintain their relative positions and alignment within
the document.

13. Alignment Guides:

e Alignment guides appear automatically when moving or resizing images,
helping users align them with other objects or elements on the page.

e Users can snap images to alignment guides for precise positioning and
alignment.

14.Adding Captions:

e Captions provide additional context or information about images within the
document.

e Word allows users to add captions to images, which can include titles,
descriptions, or references.

15.Using SmartArt:

e SmartArt graphics are visual representations of information and ideas, such
as diagrams, charts, and processes.

e Users can insert SmartArt graphics from the lllustrations group on the Insert
tab to create professional-looking diagrams and visuals.

16. Working with Shapes:

e In addition to images, Word offers a variety of shapes that users can insert
and customize within their documents.

e Shapes can be used for decorative purposes, annotations, or to create visual
elements such as callouts or arrows.

17.Linking to Online Images:

e Word allows users to insert images directly from online sources by pasting
the image URL.

e Users can insert images from websites, cloud storage services, or other online
repositories by specifying the image URL.

18.Saving Images as Separate Files:

e Users can extract images from Word documents and save them as separate
files for reuse or sharing.

e Word provides options for saving images individually or in bulk, preserving
their original quality and format.

19.Conclusion:



e The Picture option in Microsoft Word offers a wide range of tools and features
for working with images, shapes, SmartArt, and other visual elements within
documents.

e By leveraging these tools effectively, users can create visually compelling and
professional-looking documents that effectively communicate their message.



