Inserting clip art or a picture
1. Click insert on the menu bar, then scroll down and click on picture, then over to click on Clip Art or From File (to insert a picture)
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2. Select the scroll down arrow next to the clip art (or picture file).
3. Then click insert
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4. You may resize, format, and move the picture or clip art like any other object in Microsoft Office.  (By clicking on and dragging the border tabs or by right-clicking on the picture)
