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How to Insert an Image 

 

 

 

 

 

 

 

Put your cursor where you would like your 
image. 

Then click on Image from the “Insert” menu. 

If you want to insert a picture that is 
saved to your computer, select the 
first option “Upload.” 

Then click on “Choose an image to 
upload.” 

2. Click on the image that 
you want to use. 

3. Click “Open” 

1. Find the file that contains 
your image. 
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If you don’t have an image that you 
want to use, you can search for a 
Google Image.  
1. Click on Google Image Search 
2. Type a keyword in the search box 
3. Click on the magnifying glass 

Click on the image that you 
want to use. 

Then click on “Select.” 

Grab the corners of the image to 
stretch it bigger or smaller. 
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How to Insert a Horizontal Line 

 

 

Place your cursor where you want 
your horizontal line. 

Select horizontal line from the Insert 
menu. 
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