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Microsoft Word Exercise #22: Graphics (Pictures)
You can insert nearly any graphic from a CD-ROM or other storage device into a Word document.  When you use the Picture submenu in the Insert submenu, you only need to specify where the picture you want brought over is.  As you will see during this exercise, here’s how to insert some of the most commonly used graphics in your documents:

· From a File: use the From File command on the Picture submenu.
· From Word’s Clip Art Collection: click the Insert Clip Art button from the Drawing toolbar on the bottom of the screen which will open the Clip Art task pane.

· From a Scanner: scan and insert the graphic using the From Scanner command.

Regardless of the source, once the graphic is inserted, you can modify it using the Picture toolbar.  We’ll look into this during the next exercise.  For purposes of this exercise, however, you will be able to insert a graphic using Word’s Clip Art collection.  Let’s begin.
1. After booting and logging on to the system, launch Microsoft Word.
2. Create a simple memo using the Memo Wizard from the previous exercise.  Don’t worry about content, format or alignment just yet.  If you have a diskette and remembered to save it, feel free to use it.
3. On the Drawing Toolbar, click on the Insert Clip Art button.  The Insert Clip Art task pane appears.

4. In the “search text” field on the Insert Clip Art task pane, type “birthday cake” and click the Search button.

5. Position the cursor on the top line of the memo and press <ENTER> twice.

6. Press <↑> twice to position the cursor at the top of the document again.

7. Click on the birthday cake icon in the Insert Clip Art task pane at the right of the screen.  The birthday cake appears on your document.

8. Click on the birthday cake icon.  Sizing handles should appear.

9. Re-size the graphic so that it covers a good portion of the top of the document.

10. Click the Color button on the Picture toolbar and then click Washout.  Notice how the picture is grayed out.  This is a useful feature for making the graphics in your documents stand out so that they’re not obtrusive.
11. Click the Less Brightness button on the Picture toolbar.  Notice how the brightness of the picture is reduced.

12. Now click the More Contrast button on the toolbar.  See how the image is sharpened?

13. With the time remaining, practice inserting at least three different Clip Art graphics in this memo or in your own documents.  Please experiment with the controls in the Picture toolbar.  You can even right click on the graphic, select borders and shading and experiment with frames, their widths and colors.  The possibilities are endless.
14. Ten minutes before the end of class, call your teacher for a grade.

