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Clip Art    (Insert Menu) (Picture) (Clip Art Task Panel) 

 

 
 

Then in the Clip Art panel to your right type in the clip you wish to use and 

click the Go button to search the Clip Art repository… 

 

 
 

Then select the clip art image by clicking on it once.  It will then insert onto 

the slide that is open. 

 

 
 

Once the image is inserted and selected then a border of small white circles 

will appear.  Click and drag the corner circles to resize the object. By 

selecting the green circle at the top center you are also able to rotate the 

image in any direction.  
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L. Picture Toolbar  
 

 
 

Once the object is selected then the Picture Toolbar will appear.  The picture 

toolbar has the following options… 

 

a. Color    

b. More Contrast   

c. Less Contrast    

d.  More Brightness  

e. Less Brightness  

f. Crop  

g. Rotate    

h. Line Style  

i. Compress Pictures   

j. Recolor Picture  

k. Format Picture  

l. Reset Picture  
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M. Drawing Toolbar View| (Toolbars) 

Drawing 

 
 

a. Inserting Objects: Line, Arrow, Rectangle, Circle 

b. Insert Text Box   

c. Word Art  

d. Insert Chart  

e. Insert Clipart  

f. Insert Picture  

g. Fill Color  

h. Line Color  

i. Font Color  

j. Line Style  

k. Dash Style  

l. Arrow Style  

m. Shadow Style  

n. 3 D Style  

   

O. To Send an image to the background  (Draw) Toolbar 

   -Click on the Draw button, click on Order and Send to Back 

 

 
 


