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Pictures, clipart, and other objects can be included in word processing documents with most word processing programs.  This paper will show you how to insert graphics into documents in Microsoft WORD.  Many other word processors use the same techniques, but some cheap word processors don’t have any ability to include graphics.  There are five methods to insert graphics:

The first method is to insert clipart.  In WORD it is best if you type the text first, like this paragraph and then try to add the picture.  Go to “INSERT, PICTURE, CLIPART” and choose the picture you want.  There are dozens of categories and thousands of clipart pictures possible.  Once you’ve found your clipart in the library, click on INSERT.  You can resize the picture by clicking on it and dragging the sizing handles either at the corners (preferably) or the edges.  Clicking in the middle of the picture and dragging it will move the graphic to a new location.  The picture also needs to allow text to wrap around it.   If it doesn’t, right-click on the picture, choose “FORMAT PICTURE.”  Then choose “LAYOUT, WRAPPING, TIGHT” or other methods of wrapping as desired.  Use the “advanced” feature to keep all text on ONE SIDE of the picture.

The second method is to “INSERT, PICTURE, FROM FILE.”  You just navigate to a picture on a disk and choose INSERT.  The picture will have to be formatted for proper layout like you did with the clipart.

The third method of including pictures is to COPY and PASTE.  You can just go to the Internet, find a picture you want to include in your text (being careful not to violate copyright laws), copy the picture and paste into WORD.  Then the picture would have to be formatted to wrap text around it, as discussed above.  Most Internet browsers allow you to copy a picture by right clicking on the picture and choosing COPY, which makes it go to the clipboard. 

The fourth method is to use the drawing toolbar in WORD.  If it’s not up and running then invoke from the icon on the standard toolbar.  I like to leave the toolbar “parked” at the bottom.  Use all the various tools, group them, etc. to make a picture like this.  You’ll need to format the group to make it wrap text.

The fifth method is to use COPY and PASTE from within other graphics programs, like PAINT or PHOTOSHOP.  Make a picture in PAINT or PHOTOSHOP, select it all, copy it and paste it here.  You’ll have to select the picture with the scissors tool or other method before copying.  Remember that SELECT ALL is CTRL-A, COPY is CTRL-C, and PASTE is CTRL-V.
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