


Ofýce Quick Reference É2010 CustomGuide

DRAWING AND GRAPHICS
Å To Insert Clip Art:  Click  the  Insert  tab  on  the  Ribbon  and  click  the  
Clip Art  button  in  the  Illustrations  group.  Type  the  name  of  what  you’re  
looking  for  in  the  “Search  for”  box  and  press  <Enter>.
Å To Insert a Picture:  Click  the  Insert  tab  on  the  Ribbon  and  click  the  
Picture  button  in  the  Illustrations  group.  Find  and  select  the  picture  you  


