How to Insert Photos into a Word Document
For this exercise, we will assume pictures are saved on a CD or in the “My Pictures” folder.
1. Open the Microsoft Word program.  
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2. From the tabbed ribbon, find the word “Insert” and left-click on it (see above screen).  The following screen will appear.
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3. Select the option – “picture.”  The following screen will appear.  
[image: image3.png]Insert Picture.

ook | myperes 3

2]
My Computer Douglas GA Nov 15 2007 Douglas Gé Nov 15 2007 Douglas GA Nov 15 2007 Farest Forest Flowers
)
o
e e e P .
e el -

Files of type: [ al pitures

Ingert





(The program automatically chooses the “My Pictures” folder.  However, if the photo is saved on a CD, simply click on the drop down arrow next to My Pictures and select your CD drive from the drop down list.  See the arrow in the picture above pointing to it.)
4. Look through the photos and select the one you want to insert.  

5. To insert – double-click on the picture.  It will then appear in your document.
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If you want to re-size the picture:

Click in the middle of it and “grab bars” will appear at the edges (little bluish boxes.)  When you place the cursor on top of one of these boxes, it will turn into a little arrow like this: 

This arrow will allow you to pull in to make the picture smaller and pull out to make the picture larger (do this by holding down your left mouse button!)






