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 You don't need to be an expert at any of those tasks, you just need to know how to do them in Copy, Offset, and the Open
dialog. Copy text to a new document When you want to copy text from an image, press the Copy button to open the Open

dialog, as shown in Figure 11-20. (The dialog shown in Figure 11-20 is using a web image; if you click the Image button on the
taskbar, you see a similar dialog.) Then press Ctrl+C (PC) or ⌘-C (Mac). The text you just copied is ready for you to work with.

You can insert it into a new document, paste it into another word processor, paste it into a spreadsheet, or even add it to a
mailing label. Figure 11-20. To copy text from a web image, open the Open dialog and click the Image button (labeled in the
figure), and then press Ctrl+C (PC) or ⌘-C (Mac) to copy the text to your clipboard. To copy text from a web image to a new
document, just press Ctrl+V (PC) or ⌘-V (Mac). That's all there is to it. Edit text you copied from an image When you copy
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text from an image, it appears in the normal text format of your word processor or spreadsheet program. If you need to edit the
text, however, you need to format it as a graphic (with the help of the Shape menu on the Home tab). Then you can cut it into

pieces, move it, modify its size and color, and so on, just like any piece of graphic text. If you can't figure out what to do with a
piece of copied text, make sure that it's in the format that you want. For example, suppose you want to copy some text from a
web image, paste it into a PowerPoint presentation, and then move it to a different spot on the slide. In order to make sure that
the text is in the proper format, before you copy and paste, select the text and then format it in PowerPoint by choosing Home,

Style, Paragraph, and then adding or subtracting text effects like line spacing, bold, and color. You don't have to go through
these steps every time you copy text from a web image; just remember that when you paste the text into another program, you
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