Pull Down Menus and Inserting Clipart
Pull down menus appear at the top or bottom of the screen in most programs.  By left clicking on the menu title, it opens the pull down menu.  If you see two chevrons at the bottom of the menu, you are not seeing all of the commands.  Slide the cursor down to the chevrons and the commands will reveal themselves.
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There are several ways to add clipart or photo images to a Word file, PowerPoint, or any other Microsoft product:

· Click on the Insert menu, slide to Picture, and click Clipart.  Type what you are looking for in the search box and click Search. Click on the picture you like and insert it.
· To copy a picture from the Internet, put the cursor on the picture, right click, and select Copy.  Go to your Word document, right click, and select Paste.
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