Inserting an Image into a Text Document
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Go To MS Word on the desktop.         
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· Open a new or existing document in MS Word.

· Click on Insert,  Picture, From File. 


	Find  your picture by:

'  clicking on the Down Arrow next to "Look in:."

'  clicking on the A: drive 3 ½ “ Floppy A 
'  double-click on the icon for the image file you wish to insert.
Image files have the following "extensions" (the 3 letters or characters after the period in the file name):

.jpg .gif .bmp .tif .pcx .wmf .wpg .pic (and more),

such as "My Logo.gif" or "My Dog.jpg

	Add your text by

· Type in your story or report if needed
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