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Adding and Changing Pictures
There are lots of reasons to need a picture
in your project, but where do I find
pictures and how to I add them?

It helps to have an idea about what picture
you want and where you want to put it on the page.

On the ribbon, click the insert tab. Then choose or
. You then type the word for the picture you
want to add in the search bar and click go. When you have found
the picture or clip art that you want [ search Q
to add, to add

it o the page. Now you will have to the picture to
where you would like it. It is simple enough to click and drag the
picture somewhere else, but if it is the wrong size the steps can
be a little tricky.

First, you have to click on the picture. If you want to change the
size, you need to your mouse over one of the
corner squares: we call these handles. When you hover, you will
see the pointer turn into a 2-sided arrow. When you see the
you're ready to click. Click and drag in
or out to change the shape. Let go of your click when you are
happy with the new size.
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