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Office: Inserting Clip Art into a Office Document

Office: Inserting Clip Art into an Office Document
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1. OPEN AN OFFICE PROGRAM
e C(Click on START > PROGRAMS > %
<ANY MICROSOFT OFFICE g
APPLICATION>.

NAME THE OFFICE DOCUMENT
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Gjl Realone Pla,
Sht own... (" RealProducer Plus
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Log Off Jrinter...

L-_E. Documentb - Microsoft Word

e C(Click on FILE Menu and select SAVE AS. THle | Edt View Insert Fomet Tock  Table
[ Hew.. Chrl4+h
e Save this file in your FOLDER on the & opsn.. e
. . r Close
designated drive. O sove .
| Save fAs.., .
e Name your document. @@ ave aswWeb Page b
e C(Click the SAVE button or press ENTER. (Remember to save often)
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e Click on the INSERT Menu and select ' ﬁ

PICTURE > CLIP ART.
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e Click on the SEARCH button.

L=

In the SEARCH TEXT box, type in what you are looking

41 % Insert Clip Art

Search For

Search kexk:

‘ Search{£| Restore |
Other Seai'th Options

Search in:

|Se|ected collections

Results should be:

|Multi|:u|e media File types

WANT A BETTER SELECTION ? GO TO THE WEB.

1. INSERTING CLIP ART FROM THE WEB

LI B Clip Organizer. ..
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Y
o & Clips online

¥ @ Tips for Fir_hg Clips
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Click on the INSERT Menu and select PICTURE > CLIP ART.

e In the SEE ALSO section, click on

CLIPS ONLINE.
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4@ % Insert Clip Art * X
Results: .
a e Using your scroll bar, scroll through the
-
mE given selection.
e Place your cursor in the document where you want
= —
e the text to appear.
businesses, carkoons., .,
224t x 2583 (h) pixels, 4 KE, WP e Click on your clip art choice.
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e The first time you go to the Design Gallery Live Web site, you will have to accept a

licensing agreement guaranteeing that you will not use the clipart for illegal purposes.

Design Gallery Live Waorldwide | English j

MOTE: Active scripting or JavaScript, and cocokies must be enabled in order to proceed.

Accept |

Browse
Search Cormrmunity
Search for:
|Interr‘|et| Go
e In the Design Gallery Live SEARCH FOR box, enter
Search in:
what you are searching for. I ax [
Fezults should be:
e Click the GO button to start the search process. | L =
Ordar by

e When your selection appears on the screen, check the box of the

picture(s) you want to download. (In the upper right-hand corner of

your page, there should be a number that indicates the number of

pages that you have to select from.)
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e Click DOWNLOAD CLIPS. %’%ﬂ

b Total number of clips selected: 1
Total combined file size: 14 KB

Estirmated time to download: 7.29 sec over 28.8

e Click DOWNLOAD NOW.

» Format type: MPF

3 Diorwnload Mowd |

This will begin the download process. If prompted,

e For Netscape browsers, you will need to select what you want your web browser to do

with the file.
e C(Click the OK button.

e For Internet Explorer users, no selection will be necessary.

Communications - Microsolt Clip Organizer ] B3]
Elle Edit Wiew Tools Help Type a question For help [+
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4 % Collection List 2
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e C(Click the COPY button located on the

standard toolbar.

e Return to your Office document.

e Right-click where you want the clipart to
dh
be inserted.
. Past
e C(Click PASTE button located on the |a = s
£=  Decrease Indent
standard toolbar. 1= Increase Indent

2. RESIZING THE CLIP ART

e Click on your picture.

e Small squares should show up around your picture.
e Place your cursor on one of the 4 boxes in the corners.

e Hold down your left mouse button and drag the picture to

the desired size.

Author(s):
Tory Swearingen, West Lauderdale Middle School, Collinsville, MS
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