Adding Clip Art to the Web Site

1. Open Word

2. Go to INSERT / PICTURE / CLIPART
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3. Find the clip art you want to use and insert it in the Word document.

4. Once in Word, click on the Clip Art you have inserted and copy it by holding CRTL / X at the same time or by going to EDIT / COPY.

5. Close Word.

6. Go to the START menu / PROGRAMS / ACCESSORIES / PAINT.

7. Paste the clip art into Paint by holding CRTL / V at the same time or by going to EDIT / PASTE.

8. Go to FILE / SAVE AS.
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9. At the bottom of the screen, make sure you change SAVE AS TYPE to JPEG or GIF then save the file.  If you do not have these choices, contact Susan Lindsey.

10. Now add the picture to the website like you normally would (see directions Adding Pictures to the Web Site).

