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Inserting Photos within Microsoft Word

1) Choose Insert  >  Picture  >  From File... (and navigate to where your image is saved)

2)  Select the Image (Tip: it is often easier to import a new photo to a blank document)
 Once the image has been inserted into your word document, click on the image to
 select it > choose Format Picture  >  Layout  >  select “in front of text”

 The image may be sized by choosing:

 Format Picture  >  Size  >  type value in Scale section




