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1.  (Shapes)

2.  (Insert Picture)

(1) Insert Images
Pictures.

(2) Insert Picture ,

Insert

(1) Insert Images
Online Pictures.

(2) Insert Picture

.

Insert

3. WordArt)
(1) Insert Text

WordArt.

(2) ,

(3) Your text here.

(4)
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4.  (WordArt)
(1) Drawing Tools Format

WordArt Styles
Text Fill

.

(2) Drawing Tools Format
WordArt Styles

Text Outline
.

(3) Drawing Tools Format
WordArt Styles

Text Effects
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5.

(1)

(2) Home Clipboard
Copy.

(3)

(4) Home Clipboard
Paste

6.
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(1) Picture Tools Format Size

Size
Height Width

(2) Lock aspect ratio,

(3)
Reset.

Delete

7.

(1)

Picture (Drawing) Tools Format
Arrange Rotate

Rotate Right 90o

Rotate Left 90o

Flip Vertical

Flip Horizontal

More Rotation Options
Rotation
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8.
Picture (Drawing) Tools Format Arrange

Align Left

Align Center

Align Right

Align Top

Align Middle

Align Bottom

Distribute Horizontally

Distribute Vertically

(Description) (Tab) (Icon) (Group) (Dialog Box) (Keys)

(Insert Picture)

(Copy)

(Cut)
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(Resize)

(Rotate/Flip)

(Alignment)


