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The instructions provided below will help you to insert a jpg file (that is, a picture file) into a Word document, and make some simple changes to it. These instructions use a free printable jpg file, provided by Mom’s Break (www.momsbreak.com), but you can follow these same steps for inserting any jpg file into a Word document.

If you need just a little extra help, go to your toolbar (at the top of this screen, you can see the words File, Edit, View, etc.---that is your toolbar), click on View, and then click on Print Layout (if you don’t immediately see it on the drop-down list after you click on View, then click on a little arrow at the bottom of the drop-down list---this will let you see the whole list, and then click on Print Layout). By viewing this document in Print Layout view, you will see arrows that are embedded in the pictures that will help you know where to click. You can also print this tutorial, and all the helpful arrows will appear.

1. Open a Word document, and click on Insert on your toolbar. Next, click on Picture, and then click on From File, as shown in the picture below.


[image: image1.png]Break.
Page Numbers.

Symbl.

Footrote,

[ruiee——

BB -0

[ Page 1

Sec 1

in1

o1

[Rec e B o |

LLI&ILIL





2. After you click on From File (in step 1), locate the jpg file that you want to insert. You locate the file just as you would for any other file that you are looking for, but clicking on the arrow in the “Look for” field, and clicking on the place or folder that has the jpg file. When you find your jpg file, click on it and then click Insert.
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3. You may have to play with the jpg image a little bit, to make it the size that you want. Before you do that, print a test copy. Go to File, and click on Print.
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4. If you need to make the picture fit the page better, then switch to Print Layout view. You can do that by either following the simple instructions given above (for putting this How To document into Print Layout view), or you can click on the print layout view button at the bottom of your screen. It is the third button from the left.
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5. Once you have switched to Print Layout view, you can “see” the size of the paper, and the edges of the picture. Click on the picture. Now move the cursor to the bottom edge of the picture, right in the middle. The cursor will change to an up and down arrow. Hold down the mouse bottom and drag the mouse. This will lengthen the picture. Pull down the picture until it is about even with the white part of the ruler that is showing down the left-hand side of the screen, as shown below. It is now ready to print for the banner project!
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