Pictures
Adding pictures to a document
1. [image: ]Insert pictures via the Insert tab or by copying and pasting from elsewhere (ALT + N + P)
2. Choose from pictures on your own device, the stock images or online pictures


[image: ][image: ][image: ]Cropping and resizing pictures
[image: ]
1. Select the picture to access the Picture Format tab
2. Select Crop and crop image to required size
3. Once satisfied with the contents of the image, compress it by deleting the cropped areas to reduce file size
[image: ]Changing image layout options
1. Select image
2. Select layout options icon to right of image
3. Choose desired option


Examples from recording
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna eros quis urna.
Add picture here
Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.
Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy pede. Mauris et orci.
Aenean nec lorem. In porttitor. Donec laoreet nonummy augue.
Suspendisse dui purus, scelerisque at, vulputate vitae, pretium mattis, nunc. Mauris eget neque at sem venenatis eleifend. Ut nonummy.
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