Inserting a Digital Picture into a Word Document

 MAC Users

1. With the Word document open, on the Menu bar select Insert, Picture, From File.

2. Locate and select your picture, click Insert.

3. Click once on the picture to select the picture. (See picture below.)  If the Picture toolbar does not show up, go to the Menu bar and select View, Toolbar, Picture.

4. To resize the picture, click once to select it and click on one of the boxes on the corner and drag to the desired size.
5. To format the picture so you can move it around the page and text will wrap around it, click on Format Picture on the toolbar.  Select the Layout tab and select Tight.

6. To rotate the picture, select the Free Rotate tool on the Picture toolbar.  The corner boxes change to green circles.   Click on one of the green circles and drag the picture around.
7. To crop the picture, select the Crop tool from the menu bar.  Use the boxes on the sides or top and bottom to click and drag to the desired location.
8. To change the contrast or brightness of the picture, click repeatedly on the Brightness or Contrast tools on the toolbar until the picture looks the way you want.
9. To remove portions of the picture, select one of the tools on the bottom of the Picture toolbar.  Use the tool to select the portion of the picture that you want to remove.  Once it is selected, click the Delete key on the keyboard to remove the contents.  Using the Cutout button on the toolbar will remove everything around what you have selected.
10. [image: image1.wmf]To block out a face on a photo for use on a web page, use the circular tool to draw an oval over the face.  Click Delete to remove content.  On the Drawing toolbar to the left (if it is not visible, go to View, Toolbars, Drawing) click on the down arrow beside the paint bucket.  Select a neutral color. 
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Format Picture – use to change the layout so you can move the picture around the page





Free Rotate – use to rotate picture





Brightness and Contrast





Crop tool – use to crop the picture





Use these tools to select portions of the picture.








