
Text Wrapping Options 
 
When you insert a picture into Microsoft Word, you can change the 
way that text flows around it by changing the text wrapping options. 
 
To select a text wrapping option, click on the image and select the 
Text Wrapping icon from the picture toolbar. If the Picture toolbar 
isn’t showing when you select an image, choose View - Toolbar - 
Picture to display it. You can also right-click the menu or any 
displayed toolbar and choose Picture from the menu that appears. 
 
The Text Wrapping options are as follows: 

 
• In Line With Text—Selected by default. This positions the picture in line with 

text as it appears at the current position. You can’t move the picture or crop it. 
Not recommended. 

 
• Square—Causes the text to wrap left and right of the bounding box enclosing 

the picture, depending on where you place the picture on the page. 
 
• Tight—secures the text to the picture itself, not the bounding box. Most of the 

time you won’t see any difference between Square and Tight, except when you 
insert certain pictures as shown.  

 
• Behind Text—causes the text to flow over the top of the picture. Very useful 

with the Washout option from the Colour toolbar button which makes the picture 
look like a watermark on the page.  

 
• In Front Of Text—causes the text to flow behind the picture. 
 
• Top and Bottom—wraps the text above and below the image in the document. 

White space is left bordering the picture on the sides. Very useful if you don’t 
want one or two words left floating to the side of the picture. 

 
• Through—Wraps text against the border of your picture. Only useful for 

specific pictures that you want text to follow closely. 
 
• Edit Wrap Points—enables you to fine-tune the way the text wraps around the 

picture. By controlling individual points, you can set a boundary for the text that 
follows the line of the picture. 
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The most common options are shown below: 

Square: 
 
Safety Warning Signs: 
The system for signs and signal boards is based on the familiar “traffic light” 
colours – red for prohibition, yellow for caution, green for positive action. A fourth 
colour, blue, is used for mandatory signs and to 
convey information such as the location of a telephone. 
The shapes of the signs are also standardised: discs for 
prohibitions and instruction, triangles for warnings, 
squares and rectangles for emergency and informative 
signs. The Regulations also have requirements 
governing signs on containers and pipes, on the 
identification and location of fire fighting equipment, 
signs for obstacles and dangerous locations and for 
governing marking traffic routes, illuminated and acoustic signs, verbal 
communications and loud signals. The Regulations should be checked for those 
details. 

 

Tight: 
Safety Warning Signs: 
The system for signs and signal boards is based on the familiar “traffic light” 
colours – red for prohibition, yellow for caution, green for positive action. 
A fourth colour, blue, is used for mandatory signs and to convey 
information such as the location of a telephone. The 
shapes of the signs are also standardised: discs for 
prohibitions and instruction, triangles for 
warnings, squares and rectangles for emergency and 
informative signs. The Regulations also have 
requirements governing signs on containers and pipes, on 
the identification and location of fire fighting equipment, signs for 
obstacles and dangerous locations and for governing marking traffic routes, 
illuminated and acoustic signs, verbal communications and loud signals. The 
Regulations should be checked for those details. 
 
 

Behind Text: 
Safety Warning Signs: 
The system for signs and signal boards is based on the familiar “traffic light” 
colours – red for prohibition, yellow for caution, green for positive action. A fourth 
colour, blue, is used for mandatory signs and to convey information such as the 
location of a telephone. The shapes of the signs are also standardised: discs for 
prohibitions and instruction, triangles for warnings, squares and rectangles for 
emergency and informative signs. The Regulations also have requirements 
governing signs on containers and pipes, on the identification and location of fire 
fighting equipment, signs for obstacles and dangerous locations and for governing 
marking traffic routes, illuminated and  acoustic signs, verbal communications and 
loud signals. The Regulations should be checked for those details. 
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In Front of Text: 
Safety Warning Signs: 
The system for signs and signal boards is based on the familiar “traffic light” 
colours – red for prohibition, yellow for caution, green for positive action. A fourth 
colour, blue, is used for mandatory signs and to convey information such as the 
location of a telephone. The shapes of the signs are also standardised: discs for 
prohibitions and instruction, triangles for warnings, squares and rectangles for 
emergency and informative signs. The Regulations also have requirements 
governing signs on containers and pipes, on the identification and location of fire 
fighting equipment, signs for obstacles and dangerous locations and for governing 
marking traffic routes, illuminated and  acoustic signs, verbal communications and 
loud signals. The Regulations should be checked for those details. 
 

 

 

Top and Bottom: 
Safety Warning Signs: 
The system for signs and signal boards is based on the familiar “traffic light” 
colours – red for prohibition, yellow for caution, green for positive action. A fourth 

colour, blue, is used for mandatory signs and to convey information such as the 
location of a telephone. The shapes of the signs are also standardised: discs for 
prohibitions and instruction, triangles for warnings, squares and rectangles for 
emergency and informative signs. The Regulations also have requirements 
governing signs on containers and pipes, on the identification and location of fire 
fighting equipment, signs for obstacles and dangerous locations and for governing 
marking traffic routes, illuminated and  acoustic signs, verbal communications and 
loud signals. The Regulations should be checked for those details. 
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