Inserting Graphics in Word

Using the Pre-made clipart (This must be installed to have this work)

1. Click on the Insert Menu
2. Drag to Picture>Clipart
3. [image: image1.wmf]Choose the category in the left window, double click on the image you want or click once and select insert.

4. Resize the picture by grabbing the little handles (boxes on the corners) and dragging.

5. Text wrapping: Click once on the picture so the handles appear.

6. Click on the Format Menu, drag to Picture.
7. Click on the Wrapping Tab; select the type of text wrap that you want.

8. Click on OK.

9. Move the picture to where you want and watch the magic.

Using a picture from a file 

(Downloaded from Internet, scanned?)

[image: image2.wmf]
1. Click on the Insert Menu

2. Drag to Picture>From File
3. Locate the picture you want (in your folder? Downloaded from the Internet?)

4. Select the picture, double click on the image you want or click once and select insert.

5. Resize the picture by grabbing the little handles (boxes on the corners) and dragging.

6. Text wrapping: Click once on the picture so the handles appear.

7. Click on the Format Menu, drag to Picture (may say object).

8. Click on the Position Tab; click on Float Over Text.

9. Click on the Wrapping Tab; select the type of text wrap that you want.

10. Click on OK.

11. Move the picture to where you want and watch the magic.
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This is the Drawing Toolbar that may be at the bottom of your screen.  If it is not, you need to go to the View Menu>Toolbars and click on the Drawing option.
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· Using WordArt is simple.  Click on the A.

· Choose your style, click OK.
· Type your text, choose the size and press OK.
· You can then follow the instructions above to wrap and adjust as it is like a picture.
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