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Microsoft PowerPoint is used for creating slide presentations to be used on a PC 
or even printed out as overheads and handouts. You can combine text, graphics, 
even audio and video to create exciting and informative presentations.  Using 
images in PowerPoint can help enhance your presentation and there are a 
variety of features that make this easier to do than eve 
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Inserting Clipart & Graphics into your presentation 
�
PowerPoint comes with a gallery of clip art that you can insert into your 
presentations.  
You can modify clip art by changing its size, grouping or ungrouping its 
components. 
 
 

Inserting GraphicsInserting Graphics

�� To insert clipart To insert clipart 
you can go to the you can go to the 
main menu bar main menu bar 
and select and select 
insert>picture>clipinsert>picture>clip
artart

�� To insert pictures To insert pictures 
or other graphics or other graphics 
off from your off from your 
computer select computer select 
insert>picture>froinsert>picture>fro
m filem file

 
 
 
 
 

·  When you insert a picture or clip art, you might need to adjust the 
size of the object to fit your layout.  

·  To do so, click on the resize handles that appear when the object is 
selected and drag in or out 

·  To rotate image, click on green handle at the top of image and 
rotate 

 
·  If you need additional clipart, pictures or 

sound, you can find thousands more at the 
Microsoft website.  Click clips online in the 
bottom corner of your PowerPoint screen for 
a direct link to the site (note:  you need to be 
connected to the internet) or go to 
www.microsoft.com/office and type in what 
you are looking for in the search bar on the 
page. 

�
�
�
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Insert Image for File 

You can also insert images that are located on your computer.  To do this 
go to: 

    1.    Click where you want to insert the picture.  

2. On the Insert menu, point to Picture, and then click From File.  

 

 

    3.    Locate the picture you want to insert. (You need to know the name of the 
file and which drive it is in)  

    4.    Double-click the picture you want to insert.  

�
 

Inserting WordArt in your presentation 
 
This activity cannot be completed if you do not have WordArt on your 
computer.  

1. Save any work that you have.  
2. Choose Insert/Picture/WordArt.  
3. The WordArt Gallery dialogue box will 

appear.  
 

4. Select a WordArt style.  Click OK. 
 
The Edit WordArt Text dialogue box 
appears.  

5. In the dialog box, type the text to be displayed as WordArt.  

 

 

6. To make changes to the WordArt, double-click on the WordArt.  
The following toolbar will appear.  
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PowerPoint Picture Toolbar 
�
The Picture Toolbar is a useful toolbar to use within PowerPoint for minor 
adjustments.  It can allow you do things such as adjust brightness and contrast 
and crop images.  Here is a rundown on the features of the PowerPoint picture 
toolbar: 
 
�

·  Change the image to grayscale, black-and-white or watermark, thanks 
to the Color Control feature.  

 

·  Change the picture's contrast, with the More Contrast and Less 
Contrast controls.  

 
·  Change the picture's brightness with the More Brightness and Less 

Brightness controls. 

 
·  Cut off part of the picture with the Crop control. 

 
·  Recolor vector images (not applicable to bitmap images such as JPEG) 

with the Recolor Picture function. 

 
·  Format the picture with the Format Picture control. 

 
·  Select a color in the image and make it transparent, with the Set 

Transparent Color function. 
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·  Undo all operations that you have applied to the selected images with 
the Reset Picture control. 

 

 

Microsoft Photo Editor 
�
�
�
Microsoft Photo Editor comes FREE with Microsoft Office and allows the 
user to quickly and easily manipulate digital images. The type of file 
formats that MS Photo Editor can open and save to are: gif, bmp, jpg, jpeg, 
tif, png, and pcd. 

As an alternative to Adobe Photoshop, MS Photo Editor is easy to use and 
has a much smaller set of tools and options to work with. Photo Editor 
is handy for basic photo and image manipulation tasks such as cropping, 
resizing, and stylizing. For advanced tasks we recommend Adobe 
Photoshop. 
 

Starting out  

1. Start MS Photo Editor by clicking the following:  
   Start > All Programs > Microsoft > Microsoft Office Tools > MS Photo Editor 

2. Choose File > Open 
  to open the image you want to work with. 

  

MS Photo 
Editor's 
Workspace 
The workspace 
consists mainly 
of a menu bar, a 
tool bar, and the 
space to display 
the image.  

  
 

 

 

 



�

� � � � � � �� 	 
 �� � 
 � � ��� � �� � � � �� � � �

  

Tool Bar - Quick Reference 

The tool bar provides a quick way to 
manipulate your images.  

  

 

Resizing and Cropping . . . 

Crop an image 

1 Click Select on the Standard toolbar, 
and then drag over the area of your image 
you want to keep. 
 
2 On the Image menu, click Crop. 
 
3 Select the options you want. 

Note You can combine cropping and 
matting to create attractive framing effects. 

4. Click Ok 

 

Resizing an image 

1 On the Image menu, click Resize. 
 
2 Enter the new width or height, or the percentage 
of the original. 
 
3 Click Ok 

 

 
Rotating the Image 
Open your image in Microsoft Photo Editor. If the image is upside-down or 
sideways, rotate it to the correct orientation. To do this, go to the Image menu 
and select Rotate, then select the appropriate Orientation and click OK to rotate 
it. 
 

 
 
Setting the Resolution and Resizing the Image 
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Go to the File menu and select Properties. In the Resolution box, enter in 72 
Pixels/Inch and click OK.  
 

 
 

 
Next, go to the Image menu and select Resize. The Image Size dialog box 
appears. Make sure the Allow Distortion box is not checked. Change either the 
Width or the Height of your image to the desired size, and click OK. If you aren't 
satisfied with the re-sampled image, always undo changes before you resize it 
again (or the image will be blurred).  Remember that most users’ monitors are set 
to 800 x 600 pixels, so you usually want to make your images smaller than this. 
 
 
 
Adjusting Brightness and Contrast (Optional) 
If your image is too bright or dark, or needs to have the contrast adjusted, go to 
the Image menu and select Balance. Try adjusting the brightness (amount of 
light) and contrast (difference between dark and light pixels) until you are 
satisfied with the image. 

 

 
 

 
 
 
Saving the Image as a JPEG or GIF file. 
 
To save your edited image (yet still preserve the original if you need it later), go 
to File menu and select Save As. Give your image a meaningful title. Make sure 
that the Save as Type selected is JPEG for photos or GIF for graphics. Click OK 
(or for JPEGs, you can click More and adjust the JPEG Quality Factor slider to 
give the fastest download speed with a reasonable image quality).  
  
�
�
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Compress Images 
�
Using graphics images and pictures can drastically increase the file size of your 
presentation.  PowerPoint images do not really need to be high resolution since 
they are used on computer monitors or shown with the aid of a data projector.  
PowerPoint has a great new feature built-in to it which will compress your images 
for you thus reducing the overall files size.   Smaller PowerPoint files result in 
more efficient presentations and ease the load on the computer running the 
presentation. 
�

 

 
 
 
Step 4: Select All pictures in document, Print, Compress pictures,  
and Delete cropped areas of pictures and then OK and OK. 
 

Step 2: Click on the Picture tab 

Step 3: Click the Compress button 
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Step 5: Save your PowerPoint. 
 
Tip: Once you have compressed an image, do not Copy and Paste it into 
another slide and then enlarge that image. 
The image will become distorted.  It’s best to Insert a new copy of the image and 
then repeat Steps 1-5. 
�
�
�
�

Saving PowerPoint slides as Images 
�

�
�

1. Go to the " file"  menu and choose "Save as....."  
2. Change the " file type"  from "presentation" to "JPEG" (or any other graphic 

file format...png, wmf, etc)  
3. Choose OK and PowerPoint will ask if you want to save just the current slide 

or every slide. 

�
�
�
�
�

�

�
�
�
�



�

� � � � � � �� 	 
 �� � 
 � � ��� � �� � � � �� � � �

Photo Album Feature 

The Photo Album is a new feature which allows you to place many photos on 
consecutive slides automatically. 
 

1. Open PowerPoint and Go to 
Insert>Picture>New Photo Album.  

�
�

�
�

2. Once the Photo Album dialog box 
appears select “insert picture from 
file/disk” 

�
�

�
3. Choose the images you want to insert 

into your PowerPoint presentation. (Tip: Hold down your control key to 
select multiple images). 

4.  
5. Hit “Create” and the images will be 

placed into PowerPoint on 
consecutive slides.  You can add 
transitions or text as needed. 
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Package for CD 
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