CHANGING FROM IN-LINE TO FLOATING 
GRAPHIC OBJECTS (AND WRAPPING TEXT)
When you insert a graphic object (for example, clip art) into a Word document, it will by default be “in-line” with the text.  Sometimes you will want to make the object “float,” rather than being restricted to left, middle, and right alignment (along with adjoining text).  You can temporarily over-ride the default—or change the default. 
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To change an existing in-line object to floating . . .

	Rightclick it and select Format Picture

	On the Layout tab, select the desired effect (either Square or Tight).
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OR    Use the Picture Toolbar.

	Click the Text Wrapping icon and select the desired effect (Square or Tight).
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To change the default from in-line to floating . . . .
Tools | Options | Edit
Under Insert/paste pictures as, select Square or Tight.
On the left is an inline object.  On the right, the object is floating. Note the different look of the handles.





To increase the blank space between your image and the text, adjust these settings.
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