
Seminar 3 

Help with Layout Operations in Microsoft Word (Mac) 

1. Inserting an image (photo) 

2. Inserting a SectionBreak (Continuous) 



3. Setting the number of columns 

4. Inserting shapes 

5. Selecting text wrap (text bends around images and shapes) 



6. Selecting extra text wrap options 

7. Setting the spacing before and after paragraphs 

8. Reversing out text (first step) 



9. Reversing out text (second step) 

10. Inserting a text box 

11. Changing the outline and colouring of a text box 

12. Putting a text box in front or behind an image 



13. Unchecking ‘Link to Previous’ in order to make Sections independent 

 

 

14. Exploring extra effects (but don’t overdo them) 


