Copying Graphics into Word and other Windows Applications!

It is possible to copy graphics into Word and many other Windows applications. There are a variety
of ways to do this, and the method that will work best will depend on the kind of graphic you want to
copy. | will describe several methods in this document.
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Picture As”. If you choose this option, you will be Copy Shortcut
offered the option of saving the file as a .jpg file, Paote
.bmp file, or other typ of graphics file. In most i e

cases, you would want to choose a .jpg file.

Properties

Save Picture

Save . [ My Pictaes <] cmcimr Inserting Graphics File into Word

[ SAMPLE 1PG Once | have saved the picture file, | can get into
Word, and click on Insert, Picture, From File.
can then navigate to the place where | have

8 saved the file, double click on it, and insert it into
the document.

iew m Format Tools Table MathType Window Hel|
= Page Numbers... - A EOE=2 &9 10
L EE (= | | Picture » |2 ciip Art... >
saastpe  [PEG Cpg ﬂl/ Object... Erom Flle... |
BT l Markop v . smowe—| & AutoShapes %==N
@l o] @ 4l WordArt...
.1 . . .4 . |l Chart .

v
v

'Prepared by Patty Glynn and Meredith W., University of Washington, revised 2/24/04.

1



Once you have a graphic inserted into Word,
you can right-click on it to get the menu shown
at the right. If you choose the Format Picture
option, you will be offered the following menu,

which you may use to modify the size, along &
with other aspects of the graphic.
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You may also want to put a graphic from a program such as Stata into Word. To demonstrate this, |
created a simple graph. | then clicked on File and was offered the option “Save Graph”.
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Other packages may offer other options, such

Print Graph... as .jpg, .emf, .gif, .tif. You may need to
Print Resuls... experiment to see which works best for your
needs.
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| can insert this graphics file into Word in the same way as described above. (Within Word, click on
Insert, Picture, From File.)
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Screen Shots

It is also possible to capture what is on your computer screen and put it into a document as a graphic.
To put what is on your screen into your Windows Clipboard, press the “Print Screen” key. If you want
to copy only a particular window on your screen, make sure that the window is highlighted, and then
hold down the Alt Key and press Print Screen. You can paste the information onto your Word (or
many other Window Applications) by holding down the Ctrl Key and pressing V, or by clicking on Edit
and then Paste.
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Screen Shoets
© ltis also possible to capture what is on your computer screen and put it into a document as a
- graphic. To putwhat is on your screen into your Windows Clipboard, press the “Print Screen” key.
~ If you want to copy only a particular window on your screen, make sure that the window is
- highlighted, and then hold down the Alt Key and press Print Screen. You can paste the information
" onto your Word {(or many other Window Applications) by holding down the Ctrl Key and pressing V,
: Ior by clicking on Edit and then Paste.
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In some cases, you may want
to capture only a part of what
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| used the Print Screen key to put the UW’s web page in my clip board. But, | only wanted to use
some of it, so | pasted the graphic into Microsoft Paint. | chose the Select tool, and used it to draw a
box around the part of the picture that | wanted to capture. | then
put this part of the picture in my Windows Clipboard by holding
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There are several ways to put graphs created in SAS into other
documents.
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