Microsoft Word Anchored Objects
Summary of Important Points
This summary explains how to identify anchored or floating objects in Word and decide whether to keep, convert, or remove them safely.
Important Points
· An anchor appears when a picture, shape, text box, chart, SmartArt, or similar object is floating instead of placed in line with text.
· The anchor links the object to a paragraph. Do not delete the paragraph just because an anchor appears.
· If the object is required, select the object and change Wrap Text to In Line with Text.
· If the object is not required, select the object itself and delete it.
· Always work on a copy of the original document before making changes.
· Use the Selection Pane to locate hidden, overlapping, or hard-to-select objects.
· Check headers and footers because anchored objects may also appear there.
· After editing, close and reopen the document, then review formatting, images, tables, headers, and footers before submission or import.
Visual Examples
⚓  [Floating Company Logo]

Financial Statement
Example: the anchor symbol shows that the floating logo is attached to a paragraph.
Before
⚓  [Floating Company Logo]

After
[Company Logo] ← In Line with Text
Quick Action Guide
	Situation
	Action

	Object is required
	Select object → Wrap Text → In Line with Text

	Object is not required
	Select object → Delete

	Object is hidden or hard to select
	Home → Select → Selection Pane

	Object is in header or footer
	Open header/footer → select object → convert or delete



Golden Rule
When an object is selected, Word may show a small anchor symbol beside the paragraph to which the object is attached.
⚓  [Company Logo]

Financial Statement
Illustration: the ⚓ symbol represents the paragraph anchor associated with a floating object. The exact appearance can vary by Word version and display settings.
	Key point
Do not delete the paragraph merely because an anchor symbol appears next to it. The paragraph may contain important text. Work with the object itself.



BEFORE
⚓  [Floating Company Logo]

AFTER
[Company Logo]  ← In Line with Text
	Golden Rule
If the object needs to remain → change it to In Line with Text.
If the object is not required → delete the object itself.



