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 INSERTING GRAPHICS  : From Clip Art
										  
[image: ]What it does : To add a picture to your page. 
[image: ]How it does it : : Method 1 – Click Insert tab, Click Clip Art
       		      
		     Enter details in Search for: box and click Go 
     
     Click on picture and drag picture to correct place 
 	 


Try it out. Add a picture of a computer to the text below.

Software consists of programs which can be run on a computer system. A complete set of instructions to complete a given task is called a program. Computer programs are usually written in a special language. Each of these languages has been designed to perform different type of tasks. Some will be able to solve commercial type problems and others will be able to solve mathematical type problems.


[image: ]

[image: ]INSERTING GRAPHICS  : From file:
										  
What it does : To add a picture to your page from file. 
How it does it : : Method 1 – 	Click Insert tab, Click Picture  
       		    	Insert Picture widow opens (My Pictures)
Click to select file/picture 
Click Insert 
      	Drag picture to correct place 


[image: ]

INSERTING Shapes, SmartArt & Charts  : From illustrations: 

[image: ]What it does : To add an illustration to your page. 
How it does it : : Method 1 – 	Click Insert tab, Click Illustration option  
       		    	A list of options appears
Click to select option 
Click OK to insert object
      	Drag object to correct place 




Summary: Each set of tools – Picture, Clip Art, Shapes, etc. can be displayed by clicking the icon within Illustrations.
[image: ]
For example, clicking on Shapes will display the following menu:


[image: insert]






From the menu, choose any shape by clicking on it.






CLOSE this LESSON and OPEN LESSON200
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