Inserting a Digital Picture into a Word Document
PC Users

From the Menu, select Insert, Picture, From File.

Locate the picture that you want to insert, click Insert.
[image: image1]Click once on the picture to select it.  You can change the size of the picture by clicking on the boxes on the corners and dragging.  
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The boxes show you the picture is selected.
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IMPORTANT:  Use the boxes on the corners rather than the sides to resize the picture.  This keeps the picture in proportion.

If you want to be able to move the picture around the page or have text wrap around the picture like the one above, simply right-click on the picture and select Format Picture.  Click on the Layout tab, and select Tight.   You can now click and drag the image to whatever location you want.  You can set your computer to automatically insert pictures this way by going to Tools, Options, select the Edit tab, then change Insert/Paste Pictures As to Tight.
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IMPORTANT: Use the boxes on the corners rather
than the sides to resize the picture. This keeps the

picture in propottion. \
o

If you want to be able to move the picture around the page, right-click on it then select
Format Picture. Click on the Layouttab, and select Tight. OK. You can now click and
drag the image to whatever location you want.

Use the tools on the Picture Toolbar to edit the picture. If this toolbar does not appear
when you insert the picture, just go to View on the menu bar and select Toolbars,
Picture.
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Use the tools on the Picture Toolbar to edit the picture.  If this toolbar does not appear when you insert the picture, just go to View on the menu bar and select Toolbars, Picture.
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Compress Pictures –


This is especially important when using digital pictures.  Use this when you resize the picture.





Text Wrapping





Format Picture





Set Transparent Color





Reset Picture
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