Clip Art
1. Go to Insert
2. Choose Picture
3. Choose From Clip Art…
4. Choose the category that you want

5. Find the image that you want

6. Click on it and choose the Insert Option

Pictures from the Hard Drive

1. Go to Insert
2. Choose Picture
3. Choose From File…
4. Adjust the Look In area to direct you to were your pictures are stored

5. Click on your picture

6. Click the Insert button

Pictures found on the Internet

1. Go to the picture you want to use

2. Right click on it

3. Choose Copy
4. Go to Microsoft Word

5. Click Paste
In order to move pictures around and adjust them 

you will need to format them.

Formatting Pictures & Clip Art

1. Right Click on the Image

2. Choose Format Picture from the shortcut menu

3. Use the tabs to change what you want

a. Picture Tab

i. Changes image from color to Black & White, Grayscale, &  Watermark
b. Layout Tab

i. Changes image to In Front of Text or Behind Text
1. Required to move picture around

ii. Changes horizontal alignment just like normal text

4. Right click on the picture to bring it in front of other pictures or send it back
a. Right Click

b. Choose Order

c. Choose the task you want to complete

WordArt
1. Go to Insert

2. Choose Picture

3. Choose WordArt (click the down arrow if needed to expand choices)

4. Choose the Style you like best

5. Type in what you want it to say

6. Move your text around and treat it just like a picture

7. Use WordArt toolbar to make adjustments to color, shape, words, etc…

Page Borders
1. Default Borders

a. Go to Format

b. Go to Borders and Shading

c. Click on the second tab – Page Border

d. Choose the border type or the Art type

e. Click OK

2. Create Your Own

a. Insert a default basic border

b. Copy and paste an image repeatedly following the basic border

c. Remove the default basic border

Drawing Toolbar

1. Go to View then Toolbars and choose the Drawing one

2. AutoShapes allows you to free hand or add already created objects to you picture/document.

3. Textboxes allow you to add a box with text in it anywhere you want and you can treat the box just like a picture moving it around and resizing it at will

4. Many other buttons on this toolbar like insert ClipArt and WordArt, change text color, fill color, and line color. Feel free to experiment with some of these.

