
MS Office1:  Insert A Picture 
1. Insert  
2. Picture 
3. From File.  

 
 
 

4. Find the picture you want to use: 
 
 
 

 
 
 
 
 
 
 
 

Select a 
picture.

Click to 
insert the 
picture. 

See the 
preview of 
the selected 
picture.

Double-click 
on folders to 
look inside. 

Change the 
drive here.

                                                 
1 MS Office includes Word, PowerPoint, Outlook, Excel, Access, & Publisher.  The 
procedures for all of them are the same. 


