Inserting a Picture (WORD)
To add a picture to a document you can use the INSERT menu and choose either CLIPART or PICTURE FROM FILE. 
It is also possible to PASTE a picture directly into a document from another program.

Note that how you insert a picture will depend on what program you are inserting it into and what version of windows you are using.

CLIPART
1.Choose INSERT and CLIPART from the drop down menu.

2.Choose a category from the selection that appears and select a picture within that category.

3.Click the first icon at the top of the menu that appears to insert the picture into the document.

4.Carry out any formatting (resizing, text alignment etc) by clicking on the picture (resize) or right clicking and choosing the format menu to align or alter other parameters of the picture.

PICTURE FROM FILE

1.Choose INSERT and PICTURE FROM FILE from the drop down menu.

2.Use the file browser to locate the file that you wish to use, altering the folder if necessary.
3.Select the file by clicking on it.

4.Click on OPEN to open and insert the file.

5.Carry out any formatting as above.

PASTING A PICTURE
Use the Copy and Paste procedure (see doc).

1.Select the program that has the picture. 

2.Highlight it and COPY.
3.Switch to the program (document) into which you wish to insert the picture.
4.Select EDIT and PASTE and then format the picture as above.













