Inserting and Formatting Pictures in Microsoft Word

1. Once you have all of your pictures saved in the same place (preferably a folder you created on your c drive), start Word.
2. Click on Insert on the menu bar, and then click on Picture. Browse to your folder where your pictures are located. Click once on the first picture and hold down the ctrl key to click on however many of the other pics you want on that page. (For example, if you want 4 pictures per page, click on the first one and hold down the ctrl key and click on the other 3 pics for that page.) Then click the Insert button. 
Hint1: When you are browsing to locate your pics, and you get to the folder on your C drive where your pics are, you might want to change the view to thumbnails so you can actually see which picture is which. [image: ]
Hint2: the pictures usually come in rather large if they are from a digital camera.
3. All four pics will pop up in your Word document. 
4. First you will want to click once on each one and use the corner handle to resize to the smaller size that you want. 
5. Second you will want to use the crop tool to crop out whatever you don’t want. The crop tool is found when you click once on one of your pictures and then click on Format on the menu bar. The crop tool in on the far right and has the word Crop under it. When you have selected the crop tool, you move your mouse over the corner handle of your picture, click, hold, and drag--it crops out instead of resizes.
6. Third you will want to use the other tools on the picture toolbar to brighten, add contrast, Picture Effects, etc. (Note the Format/picture tools do not appear unless you have a picture on your page and have clicked once to select it.)
7. Fourth you will want to use the Text Wrapping tool (dog) to make your pictures Tight or Square. Click the drop down arrow next to Text Wrapping and choose a different option other than In Line with Text. This allows you to place your pictures wherever you want on the page. (Notice my two skating pics below are Tight and can be moved anywhere on page and not just in line like text.)

Below is a picture the Picture Tools (and four of my pictures to use as samples to edit).
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