Inserting a Picture or Clipart into a Microsoft Office product

Pictures can be added to your Microsoft Word, publisher or Power Point document.  They can be pictures that you have taken with your camera, scanned or download.  You can also choose one of the drawings or photos that come included with MS Office - these are called ClipArt.  
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To Insert Clipart:

1. Click on Insert on the menu bar at the top of your screen. 

2. Click on Picture, then ClipArt. 

3. You should now see the Clip Art dialog. This generally appears on the right hand side of your screen.

4. Click in the Search For box and type a word that describes what you are looking for e.g. book.

5. Now you can see a selection of pictures.  Don’t forget to scroll down to see them all. 

6. When you find a picture that you like, click on it once to add it to your document.

7. If the picture is smaller or bigger than you want, you can resize it using the instructions ‘Resizing and Moving objects’.

If you cannot find the picture you want, you can click on Clip art on Office Online and continue your search there.  Use the same techniques discussed above.
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To Insert a Picture:

1. Click on Insert on the menu bar.

2. Click on Picture, and then From File and you should see a file dialog box.

3. Browse to the correct folder.

4. Choose the picture that you want and double click on it to insert it into your publication.
