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How to insert pictures when using:
1. PowerPoint

a. On the menu bar, click on INSERT, scroll to PICTURE then to FROM FILE
b. Go to the file where your pictures are saved

c. Double click on the picture you want to insert

d. The picture will appear in the slide

e. Using the PICTURE TOOLBAR – if the toolbar doesn’t appear when you insert a picture, right click on the picture and select SHOW PICTURE TOOLBAR. We’ll cover the different options you can use in class.
2. Scholastic Keys 
a. On the menu bar, click on INSERT and scroll to PICTURE. 
b.  See attached sheet for illustration on what to click on next to insert pictures in MaxShow (PowerPoint) and MaxWrite (Word).
c. Go to the file where your pictures are saved

d. Double click on the picture you want to insert

e. The picture will appear in the slide or document

3. Inspiration 

a. On the menu bar, click on EDIT and scroll to INSERT GRAPHIC or right click on the Inspiration symbol                     and scroll to INSERT GRAPHIC
b. Go to the file where your pictures are saved
c. Double click on the picture you want to insert

d. The picture will appear in the diagram
4. Kidspiration 
a. On the menu bar, click on FILE and scroll to IMPORT A GRAPHIC.
b. Go to the file where your pictures are saved
c. Double click on the picture you want to insert

d. The picture will appear in the diagram
