
Working with 
Images, Icons & 
Video

1 2 3
Inserting an Image 
& Image Licensing
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Inserting an Image
Shortcut to insert an image

PowerPoint will access files saved to your device

Stock image library (no image referencing required)

Images from the web (image referencing required)

1
2

Image Licensing & Referencing
Where did the image come from and what are the usage rights? 

This will determine

If you need to 
reference the image

How you can 
edit the image

If you can 
use it at all
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You can do anything you 
want with CC materialsTicked You need to review the 

copyright and usage rights

Creative Commons
https://creativecommons.org/share-your-work/cclicenses/

Using ‘Online Pictures’ a tick box is available                         
to view ‘Creative Commons only’ imagery 

Image Licensing & Referencing

Unticked

Where did the image come from and what are the usage rights? 
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Transforming Images
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Scale
LARGE INCREMENTS

SMALL INCREMENTS

>

>

>

>

Height and width 
simultaneously

Height and width 
simultaneously

Rotate

Clockwise

LARGE INCREMENTS

Counterclockwise

Clockwise

SMALL INCREMENTS

Counterclockwise

Move

>>

WITHOUT MOUSE

Small increments

WITH MOUSE

Straight axis movement

Duplicate
WITHOUT MOUSE

WITH MOUSE

Consistent placement

Inconsistent placement

Transforming Images - Shortcuts
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Image Editing

© 2024 Financial Edge Training 4



Picture Format

Transparency Artistic Effects

Corrections Color Picture styles

Ensure that the design is consistent and on 
brand with the company design guidelines

Edit with accuracy 
in ‘Format Picture’

Right click 
on the image

Select ‘Format 
Picture’
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Remove Background

1

2

3

4

Click on image and ‘remove background’

Pink represents areas to be removed

Use the ‘keep’ or ‘remove’ tool to draw over 
areas to remove further or return to the image

Select ‘keep changes’ and the image will be saved

BEFORE

AFTER

2 3 4
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Cropping and Compressing
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CompressingCropping

Cropping
Remove unwanted 
parts of an image

Resize image Crop image

Select the image

Press ALT + J + P + V

Resize and crop
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Compressing

Delete (and can’t bring back) 
cropped areas (red below)

Reduce/increase the level of 
detail contained in an image

Reduce the file size 
of your images
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Image File Types
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JPEG

Photographs

Lossy compression

Does not support 
transparency 

PNG

Lossless compression

Supports transparency

Larger file size than JPEG

Flat vector graphics

SVG

Quality is preserved 
when scaling/re-sizing

Vector graphics

Logos, icons, diagrams, 
and other graphics 

Supports transparency 
and smallest file size

Image file types can affect the appearance and performance of your presentation

Grid in image = transparency
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Screenshots
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Print Screen Snipping Tool
1 2

Adding Screenshots

Print Screen
1

Print Screen key takes full 
screenshots of all 

connected screens
Good for capturing several 

related images at once
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Capture an image
of a specific section 

Capture only what you 
want to emphasize

Snipping Tool
2

Print Screen Snipping Tool

Print Screen key takes full screenshots 
of all connected screens

Capture a screenshot of 
any part of your screen 

Capture only what you 
want to emphasize

Good for capturing several 
related images at once

Once you’ve taken the screenshot, press CTRL + V to insert it into your presentation

1 2
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Icons Tool

Solid Icon Line Icon

PowerPoint provides an 
extensive library of Icons

Edit Icons
Right-click on the 
icon, and then click 
‘convert to shape’ Right click Edit or remove
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Solid Icon Line Icon

PowerPoint provides an 
extensive library of Icons

Be sure the style of 
icons is consistent

Thickness Radius of edges

Make sure the style of 
icons is consistent

Thickness Radius of edges
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Adding a Video

A good method for sending to viewers when they want to review the 
presentation in offline mode. The file size of the presentation will increase

File size of the presentation won’t be impacted. Can improve the 
performance and loading speed of your presentation (referencing required)

Stock video library (no referencing required). The file size of 
the presentation will increase
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Resize Crop Trim Adjust playback options

Start and stop

Loop or rewind

Show or hide controls

www.FE.training

Please do not redistribute these materials without the 
express permission of Financial Edge Training.
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