
Topic 1:  Working with Graphics 



At the end of this lesson, students will be able 

to: 

Insert pictures and clip art images 

Move and resize pictures and clipart 

 



Open up the out_and_about  presentation from 

your Demo Exercises/PowerPoint/Lesson 4 

folder 

 



1. Click on slide 2 to make it the active slide 

2. Click on the Insert Tab > Images Group 

3. Click the Insert Picture from File button and navigate to your Demo 

Exercises/PowerPoint/Lesson 4 folder from the Insert Picture Dialog Box. 

4. Click on the Poppies image and click Insert.  The picture will appear on your 

slide. 
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 Your picture will be inserted into your slide already selected with the 

sizing handles in place.  You can now move or resize the image as 

needed. 

 Once an image is inserted into a slide, you can move it anywhere on 

the slide you want. 

 

 

Resizing handles are one 

way you can make your 

image smaller or larger  



 Displaying the ruler sometimes helps when resizing or moving your 

images.  To display the ruler 

1. Click the View Tab > Show Group 

2. Click the Ruler  check box.  The ruler horizontal and vertical rulers will 

display. 
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1. Make sure your photo is still selected by clicking on the image. 

2. Point to the image, hold down the left mouse and drag so the bottom of the image 

lines up to about 2.5” on the ruler.  Note:  When you point to get ready to drag your 

image, your mouse pointer will turn into a cross with arrows. 

 

 



 When resizing a photograph, hold down the shift key as you resize to keep the image in perspective.  

Otherwise, your image may get distorted. 

1. Click on the image to make sure it is selected.  The Drawing Tools contextual tab will appear on 

the Ribbon. 

2. Click on the Format tab > Size Group 

3. Point to the bottom left sizing handle until you see the two small arrows.  Hold down the shift key 

and drag until you have reached the desired height of 2.5”  You will see the height and width 

change in the Size Group as you are resizing your image. 

 

You can also use the Shape 

Height and Shape Width 

arrows in the Size Group 

to resize your image once  

you have selected it.  
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 You can also insert pictures directly from the placeholder 

1. Click on slide 3 to make it the active slide 

2. Point your mouse over the placeholder.  You will see the Insert 

Picture from File  icon. 
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3. Click on the Insert Picture from File  icon in the placeholder and navigate to 

your Demo Exercises/PowerPoint/Lesson 4 folder. 

4. Click on the GoldenGate image and click Insert.  The picture will appear on 

your slide. 
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 PowerPoint will insert the picture in the placeholder already selected 

and ready to resize.  Now resize as follows 

1. Under the Drawing Tools Contextual Tab, Click the Format Tab  > Size Group 

2. Click the Shape Height arrows until your image reaches a size of approximately 

4” in Height. 
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1. Click the Insert Tab > Images Group 

2. Click the Clip Art button.  The Clip Art task pane opens on the right 

3. In the Search Box, type in the word Whales and Click the Go button 

4. Click on the Clip Art  thumbnail of your choice.  The image will be 

inserted into your slide.  Move and resize your image as you desire. 
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1. Click the Home Tab > Slides Group 

2. Click New Slide and Select the Content from Caption Layout 

3. The new slide will appear in your presentation 
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 You can also insert Clip Art directly from the placeholder 

1. Click in the title placeholder and type ANO NUEVO ELEPHANT SEALS 

2. Click the Clip Art icon and the Clip Art Task pane will appear.  (If the Clip Art Icon 

was already open, it will now close.  You will have to click the Clip Art icon again 

for it to reappear.) 

3. In the Search Box, type in the word Seals and Click the Go button 
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1. Click on the Clip Art  thumbnail of your choice.  The image will be inserted 

into your slide.  Move and resize your image as follows 

2. Under the Drawing Tools Contextual Tab, Click the Format Tab  > Size Group 

3. Click the Shape Height arrows until your image reaches a size of approximately 

3.5” in Height.  Move and place the image as you desire. 
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