Inserting Images and Clipart


We’ll deal with Clipart first because the rules are the same whichever you choose.  The only difference is that if you wish to use your own images or photographs, you have to get them onto the computer first.  See below.
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1: Go to Insert > Picture > Clipart
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You’ll see that there are other choices at the place you choose Clipart but we’ll stick to the cartoon picture for now.

What you see next will depend on the version of Windows you are using.  Mostly, it will be a selection of different cartoon-like images.

If you are using Windows XP or 2003, you may be asked to ‘Search’ for a picture. Choose something simple like cat, rabbit or frog – to make sure there is one there.
2: Choose a picture and press ok. (XP/2003 right-click > Insert)
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You’ll notice that the picture has a black line around it with little black boxes at the corners and along the straight lines.
3: Place the pointer over your picture and Right-click the mouse. Choose Format Picture.
4: Now choose the layout tab and then Square. Press OK.
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You should see now that the black lines have disappeared and that the picture you have chosen will move anywhere on the page.  Experiment with this and with the other choices on the Format Picture tab. 

See this page for other and more in depth help with formatting.

Images and Photographs

Back
Images and photographs are a wonderful way of helping your learners understand and recognise many things. But before you can use them you need to make the images ‘digital’.  This means that they must be made ready for use on a computer.
There are two main ways of doing this:
[image: image5.wmf]By scanner

A scanner is great for copying pictures and for copying text.  However, the file size of the scanned object is usually in need of some manipulation – so look out for course in college which help you to understand how to do this.

.. and by

Digital Camera


The camera is the easiest to use and needs little instruction other than that which comes with the model you choose. The skill required to use the images in your learning materials will then need some thought and there will be courses in college to help you undertake that development.

It helps to remember that picture being taken to print need more ‘digital information’ than those being used on-screen.

Ask your ILT Champion about this.










