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Digital pictures are greedy on disc space.  Regularly clear out your My Pictures and transfer them to external storage (eg CD Rom, external hard drive etc).


TRANSFERRING DIGITAL PICTURES TO YOUR COMPUTER (STEP BY STEP)


1 Attach the camera to the computer via the USB.
2 Turn camera on.
3 Double click on My Computer.
4 Select removable drive or camera name.
5 Double click to open folders until pictures appear and select the ones you want to copy.
6 Select Copy the selected items from the files and folders pane.  The copy items window will open.
7 Select destination – usually My Documents and open.
8 Select and open My Pictures.
9 Select Make New Folder and give it a suitable name.
10 Select Copy and your photos will be copied into the folder.
11 Switch camera off.
12 Select safely remove hardware from windows task bar (green arrow icon).
13 Remove the USB connection.
14 It is advisable to rename your pictures to avoid overwriting files at a later date.  To do so, select the picture, right click, choose rename and key in a suitable name.

EDITING YOUR PICTURES 

You may use software such as MS Office Picture Manager (Start, Programs, Microsoft Office tools, Microsoft Office Picture Manager), or Photoshop, PhotoDraw, Fireworks etc.
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USING MS OFFICE PICTURE MANAGER (Vista)

1 Open the program.
2 Expand My Pictures folder (click + symbol).
3 Select the appropriate folder.
4 Select the image to edit by double clicking.
5 Select Edit Pictures from task pane on right.  (You may wish to rename them first).
6 Within Edit Pictures there is a range of options.
7 Having chosen an option and adjusted your picture you may go back to Edit Pictures by selecting Back to Edit Pictures or clicking the Back icon.
8 Choose File, Save as to save your edited picture by a different name (unless you want to overwrite).
9 When you close the program do not save changes or you will overwrite your original.

INSERTING A PICTURE INTO A WORD DOCUMENT

1 Select File, Insert Picture, From File.
2 Click on the picture to select it and the Picture Toolbar should appear.  Click on Text Wrapping (little dog) and select In Front of Text.  This will allow you to move the picture around on the page.
3 If you want to put a frame around your picture, right click on the picture and choose Borders and Shading.
4 Choose a border type and then choose the colour, style and width of the border and click OK.
5 To resize the picture, click on the frame to highlight it, place the cursor at the corner of the picture and when the double-ended arrow appears, click and drag the frame to the size you want.
6 To move the picture, click on it and when the four-ended arrow appears, click and drag to move it about on the page.
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INSERTING A PICTURE INTO POWERPOINT

1 Select Insert, Picture from File.
2 Go the correct drive/folder and double click the picture you want.
3 When your picture is selected, you can move it around the slide or resize it.
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