
Instructions for Manufacturing Sequence Handout 
 

1. Open Microsoft Word 

2. Click where you want the picture to go on the page. Insert your picture by going 

to the Insert menu and selecting Picture – From File. The picture is in the folder 

you imported onto the desktop. 

3. Click on the picture and the picture toolbar should appear as shown below. 

 

4. So that you can position the picture on the page, click on the Text Wrapping 

button and select one of the options, eg Tight. See separate handout for 

explanation of the different options. 

5. If the picture needs to be cropped so that only part of the picture is visible, 

click the crop button and drag the edges of the picture in until you have the 

area you want.  

6. To resize the picture, click on one of the corner dots and drag to 

size. 

7. To remove the colour in the picture, select the Colour button on the 

Picture Toolbar and choose Greyscale. 

8. You can control how the picture appears by changing its contrast 

and brightness. Increasing the contrast makes the colours more 

intense on the page.   

If the picture is too dark, you can brighten it by pressing the More Brightness 

button. 

 

9. Insert the rest of your pictures. When saving the file, be aware that the file size 

of this document is quite large as although the picture has been cropped, Word 

does not throw away the extra picture 

information but merely hides it. To compress 

the pictures before saving, click on the 

Compress button and select whether you want 

to compress for print or screen. The 

web/screen option is more suitable for 

PowerPoint presentations. 

 



Advanced Tasks: 
 

Labelling a Picture: 

1. When labelling a picture in Microsoft Word, the easiest 

way is to use callouts. To insert callouts, open the 

AutoShapes toolbar by going to Insert – Picture – 

AutoShapes 

2. Click on the picture you want to attach callouts to. 

3. Click on the Callouts button. There are a number of 

different types available. 

4. Select the most suitable one. 

5. Click on the part of the picture you want a callout to point at and drag the 

callout to a blank area of the page. 

6. Type in your caption. 

7. To adjust, click and drag the yellow diamonds to move the ends of the 

callout. 

8. To put arrow heads on the callouts, select the Arrow Style button from the 

Drawing toolbar at the bottom of the screen 

 

 

Grouping Objects: 

9. To make sure all the objects stay together, click on each one in 

turn while keeping the CTRL button pressed. When they are all 

selected, right click and select Grouping – Group. Now you can 

move them around the page as one object. 

 

 

Re-Using Pictures: 

10. If you wish, you can re-use a picture you have created by putting it into a 

PowerPoint slide. To copy the picture, right click on it and select copy. This will 

stay in the computer’s memory until you select paste or until you copy 

something else.  

11. Open Microsoft PowerPoint. On any page of your presentation, right click and 

select paste.  A copy of the picture is now available for you to use in your 

presentation. 
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