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Locating and Using Graphics 
 

 
BORDERS 
Create a border with attached directions.  
 

Activity 1: Create a Flyer about upcoming Parent Conferences.  
Center the large font; give the information in “bullet-format”; add some related 
graphics and a border 

 
SOFTWARE LIBRARIES 
 Many software programs include libraries of clip art and other pictures for use in 
various projects for both teachers and students.  They are often used for 
calendars, lists, surveys, schedules, directions and children’s’ names. There are 
additional formatting options for you to change the pictures for your project. 
  
WHERE? 
MS Word: go to Insert/pictures/clip art          AW 5.0: go to File/Library 
 

Activity 2: Create a Classroom Rule List with coordinating graphics 
Activity 3: Student Project: Locating &  adding a Map: other options  
       (background, template, etc.) 
Activity 4: Creating an Interactive Worksheet 
 
NOTE: You can often use graphics from one program in another (e.g. 
AppleWorks maps in PowerPoint). In most programs, as you select the graphic it 
is actually copied onto the clipboard; you then paste it into the file.  If the graphic 
is inserted directly into the program file, click on it then copy it – this will put it on 
the clipboard- open the program you want to use it in and paste it there. 



 

For both Mac and PC:  
To copy a graphic:   Ctrl (or ) C    To paste a graphic:  Ctrl (or ) V 

 

CLIP ART ON THE WEB 
For links to clip art, icons and many other free graphics goodies that can be used 
as art check out the following list of the best Public Domain and royalty free sites 
that we found.  We will locate clip art, copy it and bring it into a file. 

 

Activity:  Your students are going to begin a unit on the Planets in a 
couple of weeks.  you want to collect several pictures for them to use 
in various projects. You will find them on the Internet using several 
search engines and picture sites listed above; copy them, and paste 
them into a MS Word “Scrapbook” for later use.  Look for a variety of  
photos and clip art  -- some may even animate!!  
 



 

To use web graphics immediately for your project 
On a Mac: 
Ctrl+click and choose ‘copy image’. Then paste into your favorite graphics 
program to edit or manipulate the image or simply paste directly into your file 
On a PC: 
Right click and choose ‘copy’. Then paste into your favorite graphics program to 
edit or manipulate the image or simply paste directly onto an Overlay button. 
  
 
To locate web graphics and save to use later 
On a Mac:  
Ctrl + click and choose “save as”.  Select jpg or bmp and save it where you store 
your graphics. Or create a new graphics folder on your desktop. 
 On a PC: 
Right click and choose “save picture as”. Select from the file types (see attached 
type explanations) and save it where you store your graphics.  
 

 
Screen Capturing 
If there’s an image on your screen or just a portion of an image you want to 
capture, access your system’s screen capture command and copy and paste 
directly onto your overlay. 
On a Mac: 
Press Shift+ +3 on your keyboard to capture the whole screen, or Shift+ +4 to 
get a target-hair cursor that lets you draw a selection around a portion of the 
screen. Both methods save a SimpleText picture file on your hard drive. Open 
this file and copy and paste it to your desired location. 
On a PC: 
Use the ‘Print Screen’ key on your keyboard to capture the whole screen onto 
your clipboard, or click Alt+Print+Screen to capture any open window onto your 



 

clipboard. Open Paint and paste to edit or manipulate the image. Then copy and 
paste onto your overlay button.  

 
 
[Adapted from  IntelliKeys Tips and Tricks: http://www.intellitools.com , 2/03] 
 


