To add a Picture as a Watermark to a Word Documents

For Word 2000 or above:

To add a Picture as a Watermark to a Word Document

1. Position the cursor at the point on the page where you wish to add the
watermark then to insert the Picture or Clipart image by selecting Insert —
Picture from the main menu then either chose
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2. Inthis example a Clip art image will be
added however apart from locating the —~
picture file the process is the same.
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3. Click the left mouse button on the Clip Art selection and a box similar to the
following will appear.
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5. This will “outline’ the image now press the Right
mouse button and select the option to Insert the
image.
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6. The picture will appear on the page at the point you selected — “‘Handles’ will
been shown around the edges of the image.

You will use these to re-size the image — at this
point IGNORE what happens to your text!
NOTE: Now look on the screen for the Picture
menu similar to the one shown below.
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Text Wrapping

Click the left mouse on this button.

7. A ‘Drop Down’ list will appear — select the Behind Text option —and your
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brown fox jumps over the lazg¥log - the quick brown fox jumps over the lazy
dog- the quick brown$oX JeEd:

the lazy dog- the djgiehal : jgmadover the lazy dog - the quick brown
fox jumps over the 1351 ' FYown fox jumps over the lazy dog -

dog - the quick brown ‘\ S over the lazy dog - the quick brown fox
jumps over the lazy dog- the quick brown fox jumps over the lazy dog.

8. With the image still selected use the *handles’ mentioned in item 6 to adjust
the size to exactly what you require and to move the image on the page
position the cursor into the middle of the image — click and hold the left mouse
button — move the mouse about and the picture will move around the page —
release the left mouse button when the image is in the correct position.

9. Now locate the Picture menu and press the button v picture |
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10. From the ‘Drop Down’ menu select Watermark

and the image will fade into the background — this ~ Picture

will print as a Watermark on the page it has been un O @ 0 O
placed. ¥ Aukomatic
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11. See sample image below.

The quick brown fox jumps over the lazy dog - the quick brown fox jumps over the
lazy dog - the quick brown fox jumps over the lazy dog - the quick brown fox jumps
over the lazy dog - the quick brown fox jumps over the lazy dog- the quick brown
fox jumps over the lazy dog - the quick brown fox jumps over the lazy dog - the quick
brown fox jumps over the lazy dog - the quick brown fox jumps over the lazy dog -
the quick brown fox jumps over the lazy dog- the quick brown fox jumps over the
lazy dog - the quick brown fox jumps over the lazy dog - the quick brown fox jumps
over the lazy dog - the quick brown fox jumps over the lazy dog - the quick brown
fox jumps over the lazy dog- the quick brown fox jumps over the lazy dog - the quick
brown fox jumps over the lazy dog - the quick brown fox jumps over the lazy dog -
the quick brown fox jumps over the lazy dog - the quick brown fox jumps over the
lazy dog- the quick brown fox jumps over the lazy dog.
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