
How to Create a Textbox
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You decided to include a photo with a caption in 

your paper.

Inserting a photo and word wrapping it are 

covered in other tutorials, so we will skip ahead 

to adding a textbox for our caption.



Okay, so here is the photo.  Note it is less 

than ½ the width of the typed text.

Now we need to add a textbox for our 

caption



Pick the textbook in the upper left corner 

for a standard look. The one called 

“Simple Text Box”

First click on the Insert button. 

The Text Box option will appear.



Once the textbox appears, you will need to 

drag it into position. Then resize it to 

match the width of the photo.

You are ready to type in your caption.



Now that I have my caption typed there 

are two aesthetic issues to address:

1) I need to word wrap the textbox (see 

the tutorial)

2) I want to remove the border.



There is one trick to working with 

textboxes:  You need to click directly on 

the border to activate the menu displayed.

Next, select “Format Text Box” option.



Then, click on the option for Color

Select “No Color” and then “OK”

Be sure to click on the “Colors and Lines” 

tab.



Last, remember to add text that refers to 

the photo as Figure 1 such as that I added 

in the example above.


