Inserting Images & Image Settings for Word 2007 and 2010

It is important to use the Insert menu to insert a picture.

Do NOT copy/paste an image into your document. By default, Word tries to ‘help’ you and reduces the

image’s resolution.

Here is how to adjust your Word settings to make sure to avoid problems:

-i“ Home Insert
Lg Save
Save As

Save as Adobe PDF

=
[ Open

j Close

I Info

Recent

MNew

Print

Save & Send

Help

| [:3 Optigns
by’
[ Exit

General
Display
Proofing
Save

Language

[ Advanced

Customize Rihhon

Correct Settings:

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

\

Here is a link with more information on how to deal with Word 2007:
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Use CTRL = Click to follow hyperlink
D Automatically create drawing canvas when inserting Au
Use smart paragraph selection
Usg smart cursaring
D Use the Insert key to control gvertype mode

D Use overtype mode
D Prompt to update style
I:‘ Use Mormal style for bulleted or numbered lists
D Keep track of formatting

Mark formatting inconsistencies

Updating style to match selection: |Keep previous numbe
Enable click and type

Default paragraph style: | Normal
Show AutoComplete suggestions
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Cut, copy, and paste

Pasting within the same document:

Pasting between documents:

Pasting between documents when style definitions conflid
Pasting from other programs:

Insert/paste pictures as:

Keep bullets and numbers when pasting text with Keep

D Use the Insert key for paste
Show Paste Options button when content is pasted

Use smart cut and paste (i ,
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D Discard editing data !
Do not compress images in file i
Set default target output to: | 220 ppi lz‘

Image Size and Quality E_lj All New Documents IZI

|:| Discard editing data '
Do not compress images in file (i
Set default target output tor | 220 ppi EI

http://blogs.mtu.edu/gradschool/2011/04/06/turn-off-image-compression-in-word

and Word 2010:

http://office.microsoft.com/en-us/word-help/turn-off-picture-compression-HA010355184.aspx

Unfortunately, one can only choose these settings in PowerPoint and Excel for the current open file.



