
In this chapter

• Find out why it’s easy, fun, and useful to
add graphic images to a slide show

• Learn how to find, insert, and manipulate
clip art images

• Discover how to acquire images from scan-
ners, digital cameras, or the Internet

• Learn how to combine, modify, and save
PowerPoint images

6

Working with Graphic

Objects

PowerPoint is a visual medium, and therefore, creating slide shows in

PowerPoint is akin to an artistic experience. Adding titles, bullets, and

other text is a start, but graphic images and drawing objects add the art

to your slides. Certainly you can create beautiful slides that impress but

don’t communicate. But used properly, graphic elements can get across

ideas that words alone might not be able to. Consider, for example, the

poor, lonely polar bear in Figure 6.1. Doesn’t that bring the concept of

global warming a little closer?

This chapter explores the use of images that you’ll likely have access to,

such as PowerPoint’s own clip art images, bitmap images you create by

using a scanner, and images you obtain from sources such as the

Internet.
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Inserting Clip Art
The most easily accessible art you have comes with PowerPoint in the form of clip
art images. These are images created by an artist in such a way that they can be
enlarged, shrunk, or even distorted. Further, they’re often combinations of images
that can be separated. You can also modify them by changing colors or adding
drawings of your own.

To insert a clip art image, follow these steps:

1. Choose Insert, Picture, Clip Art. Or click the Insert Clip Art button on
the Drawing toolbar. PowerPoint displays the Clip Art task pane. For

now, don’t worry about looking for anything specific. You’ll do that later.

2. Click the Go button in the task pane. PowerPoint uses the Results area to dis-
play all the clips found in the specified search (see Figure 6.2). If you don’t
specify anything to search for, PowerPoint finds only a relatively small num-
ber of standard clip art and other media images.

3. Scroll through the results until you find an image you’d like to insert and
click the image to place it on the slide.
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Finding Images by Using the Clip Organizer
Inserting an image from the Clip Art task pane is easy. Finding exactly the right
image can be more difficult, but PowerPoint makes it easy to search for and find clip
art images.

Let’s poke around a bit to see how the Clip Art task pane works. First, click the
Search In drop-down list box to see which collections are active and to select or dese-
lect collections (see Figure 6.3).

Collections are organized hierarchically, with main groups of folders and several
subfolders. As you search a hierarchy, you’ll find the following:

■ A plus sign to the left of a folder means there are subfolders that you don’t
see. Click the plus to expand the selection.

■ A minus sign to the left of a folder means it’s already expanded. Click the
minus to collapse the folder and hide the subfolders.

■ A check mark in a single check box beside a collection means that the collec-
tion is selected but some of its subfolders are not. 

■ A check mark in a stack of check boxes means that the collection and all its
subfolders are selected.
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Practice selecting and deselecting various collections and folders. When you’re ready
to select a specific collection, you’ll find these options:

■ My Collections—This group includes all folders on your local hard drive that
contain usable clip art images. Unfortunately, most of the images aren’t
really usable, but Windows thinks they are. The only real usable images are
in locations that you’ve used to store photos or downloaded images. You
probably want to deselect locations such as Windows or other system folders.

■ Office Collections—This group contains the images that come with Office
2003. This group also contains quite an array of specialized categories, such
as Animals, Emotions, and Leisure. You’ll soon find, however, that most of
the categories are empty promises, containing only one or two images.

■ Web Collections—Initially, at least, the only collection in this group is
Microsoft’s Clip Art on Office Online. The good news is that this collection is
extensive, and the many subfolders contain dozens of very useful images.
The bad news is that you have to be online through a modem or network to
see or access these images. The rest of the good news is that you don’t have to
memorize a Web address because PowerPoint automatically goes to the loca-
tion where these images are found.

After you select the collections you want to use, click the Results Should Be drop-
down list box to select the media types you want to search for (see Figure 6.4).
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You can also browse and select specific media formats. Unless you’re an expert, most
of these different media formats won’t mean much to you. Nor does it really matter.
Just select the broad categories you want, such as Clip Art or Photographs. At this
point, let’s not complicate things with the categories Movies and Sounds.

The final step is to search the selected collections. If you click the Go button,
PowerPoint finds and displays all the images in the selected collections.

However, you can further narrow your search by typing one or more keywords, such
as dog. Then when you click the Go button, PowerPoint finds only images that
include “dog” or “dogs” in their keywords, and it displays the results in the Results
area. If you search only the local Office collections, you’ll find only one such image,
but if you include the Clip Art on Office Online collection, you’ll find dozens of dogs,
of all breeds and colors, and in both cartoon and realistic renditions (see Figure 6.5,
which also shows an expanded Results area). The small globe at the lower-left cor-
ner of an image means that it’s a Web-based image.

You can expand the Results area, as shown in Figure 6.5, by clicking the Expand
Results button at the upper left of the Results area. This enables you to see more
images at once.
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Using Images from the Clip Organizer
After you find the image you want, you can insert it into a slide by clicking it.
However, with an image you think you’d like to use a lot or find more quickly, you
can copy the image to a specific collection, such as a folder on your computer’s hard
drive. Even better, if it’s an online image, you can download it to a local collection.
To move an image to an easy-to-find collection, follow these steps:

1. In the Results area, move the mouse pointer to the right side of the image
and click the drop-down menu.

2. If the image is already in your local Clip Art collection, choose Copy to
Collection. If the image is online, the menu changes. Choose Make Available
Offline. PowerPoint displays the Copy to Collection dialog box (see
Figure 6.6).

3. At the top of the My Collections folder are Favorites and Unclassified Clips.
You can click either of these because the image actually goes to the same real
location. You can also click New to create a new folder.

4. Click OK to copy the image to the specified collection folder.
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You now can insert these images in two different ways:

■ From the Clip Organizer—When you insert clip art from the task pane, you can
search for and select images from your My Collections folders.

■ From file—When you choose Insert, Picture, From File, PowerPoint displays
the Insert Picture dialog box and by default shows the images and folders of
images stored in My Pictures.

Does all this sound a little confusing? Don’t worry. Just remember that you can
quickly get to your personalized collection by choosing Insert, Picture, From File.

Modifying Clip Art
You’ve just learned the most difficult part about using clip art images. Now comes
the fun part: changing clip art images so they work for you exactly the way you
need them to.

Moving and Sizing Graphic Objects
The most common changes you make to an image are to its size and location. To
change the size of an image, first click the image to display the sizing and rotation
handles (see Figure 6.7). Then size the image by using these options:

■ Click and drag any corner sizing handle to enlarge or reduce the image
proportionally.

■ Click and drag a side sizing handle to distort the image horizontally.

■ Click and drag a top or bottom sizing handle to distort the image vertically.
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You can come up with some pretty interesting variations such as small, short, and
skinny dogs, or large, tall, and fat ones, all from the same image (refer to Figure 6.7).

To move an image, simply position the mouse pointer over the image and when the
pointer turns to a four-way arrow, click and drag the image to the desired location.
You might need to make several attempts before you get the image in just the right
location and at the right size.

Using Snap to Grid
PowerPoint’s Snap to Grid feature sometimes helps and sometimes gets in the way of
positioning an image exactly where you want it. By default, the screen is invisibly
divided into 1/12-inch segments. Thanks to the Snap to Grid feature, when you drop
an image, it automatically jumps to the closest grid marker. This can be helpful
when you’re trying to align several objects at the same horizontal or vertical loca-
tion. But if you need to nudge an image somewhere between the grids you have two
options:

■ Turn off the Snap to Grid feature by choosing View, Grid and Guides and
from the dialog box that appears, deselect Snap Object to Grid.

■ Temporarily override the Snap to Grid feature by holding down the Ctrl key
and using the arrow keys to move the selected image right, left, up, or down
in very tiny increments.

Don’t forget that although you normally, and more easily, move images by using
the mouse, you can use the keyboard, too.
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Rotating an Image
Sometimes the orientation of an image isn’t quite right. For example, the dog might
be facing the wrong way or might need to be heading up hill.

To rotate an image, click it once to display the sizing and rotation handles (refer to
Figure 6.7). Then, drag the rotation handle right or left as desired.

To turn the image completely around, flip the image by following these steps:

1. Click the image to select it.

2. Click the Draw button on the Drawing toolbar. PowerPoint displays a
menu of options.

3. Choose Rotate or Flip, Flip Horizontal. PowerPoint flips the image so it’s
heading in the opposite direction.

You can also flip an image vertically—for example, if you want your dog to lie on its
back!

Formatting Graphic Objects
PowerPoint provides literally thousands of clip art images, but sometimes it’s hard to
find exactly the image you want. For example, you might find the perfect breed of
dog, but it’s the wrong color.

PowerPoint enables you to format images in a variety of ways, some of which don’t
really apply here. But let’s take a look at a few ways that formatting a picture might
be of value to you.

Double-click an image to open the Format Picture dialog box. You can also click the
image you want to change and choose Format, Picture or you can right-click the
image and choose Format Picture to open the Format Picture dialog box. Although
typically the Picture tab displays automatically, let’s start with the Colors and Lines
tab (see Figure 6.8), which will help us as we talk about other ways of formatting a
picture.

Each image is actually contained inside an invisible box. The Colors and Lines tab
enables you to add color or lines to that box. For example, if you add a solid fill
color and a line, you essentially frame the image (see Figure 6.9).

■ The Size tab (see Figure 6.10) lets you specify the exact size, dimensions, and
rotation of an image. You can also choose Lock Aspect Ratio so that chang-
ing an image’s height, width, or scale automatically changes both height and
width proportionally. Nevertheless, with this check box selected, you can still
distort an image by dragging a side, top, or bottom sizing handle.
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■ The Position tab enables you to specify the exact location of the image, rela-
tive to the top-left corner of the slide or to the center.

■ The Picture tab, which appears first when you are formatting a picture, pro-
vides some interesting formatting options (see Figure 6.11). For example, you
can use this tab to do the following:

■ Crop an image. If you reduce the size of the image’s box, you crop or trim the
edges of the image. For example, if you crop the bottom by .5" you trim that
much off the bottom of the image. This can be useful if there’s a part of an
image that you really don’t want to include in the slide. If you use a negative
number, such as –0.5", you actually add that much to the box. This gives you
more space between the image and the edge of the box.
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■ Change the color of the image to grayscale, black and white, or a
washout (faded) effect. Washout is simply a preset of the Brightness and
Contrast controls.

■ Click Recolor to display the Recolor Picture dialog box, which enables
you to switch certain colors for others (see Figure 6.12). Simply click the
color you want to change and then from the New drop-down menus,
select the new color. Note that you might have to scroll through a
lengthy list of colors to find the one you want to change.
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■ Use the Reset button to change
cropping and image control settings
back to the original, but leave
recolor changes alone. You can
change those back by going to the
Recolor Picture dialog box and
unchecking the color changes.

Spend some time playing with the picture for-
matting options. Many of these options are used
with other graphic objects as well.

Combining Clip Art and Other Objects
The more objects you add to a screen, the more
you have to consider how they relate to each
other in terms of size, location, rotation, and so
on. Fortunately, PowerPoint enables you to fine-
tune these relationships, helping you create a vir-
tual work of art.

Changing the Visual Order of Objects
Each time you add an object to a slide, it’s as if you’re laying the object on a table.
The first object is on the bottom, and the last object is on top. In PowerPoint, objects
are said to be to the back (first) or to the front (last). Fortunately, PowerPoint enables
you to change the order of your objects.

Suppose you add an image of a cat and then add an image of a dog. Because of the
order in which you add them, the dog appears in front of the cat. Because the cat is
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small, you want it to appear in front of the dog. To change the order of an object,
follow these steps:

1. Select the image you want to change (for example, the cat).

2. Click the Draw button on the Drawing toolbar and choose Order.
You can also right-click the object and choose Order.

3. Choose the direction you want the object to move: Bring to Front (all the way
to the front or to the top of the pile), Send to Back (all the way to the back),
or Bring Forward or Send Backward (just one layer forward or backward).

You can repeat these steps with other objects until you have just the right order (see
Figure 6.13). Don’t forget that you can change the order of any object: image, text
box, placeholder, graph, and so on.
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Grouping and Ungrouping Objects
After you painstakingly position two or three objects, you might find that as a
group, they’re out of alignment with the slide’s text or with some other critical part
of the slide. To move the group of objects all at the same time, you have two
options: select them all and move them or group them to make them one object.

To select multiple objects to move (or to copy or delete), follow these steps:

1. Click the first object to select it. Sizing handles appear to let you know what
you’ve selected.

2. Hold down the Ctrl key (or the Shift key) and click the second object. Sizing
handles now appear on both objects.

09 0789729695 CH06.qxd  8/27/03  8:03 AM  Page 111



3. Continue with the Ctrl key (or the Shift key) pressed and click other objects. If
you accidentally select a wrong object, click it again to deselect it.

4. Release the Ctrl (or Shift) key.

You can now drag the group of objects to a new location, or otherwise manipulate
them the same way you do with just one object.

To keep the group of objects together so you don’t have to reselect them
each time, follow the steps above to select the objects and then click the

Draw button on the Drawing toolbar and choose Group. You can also right-click the
group and choose Grouping, Group. PowerPoint then displays only one set of sizing
and rotation handles for the entire group.

If you want to move or delete a single part of a combined group of objects, you have
to ungroup them first. Simply right-click the group and choose Grouping, Ungroup.
You can also choose the Ungroup option from the Draw button on the Drawing
toolbar.

You probably didn’t realize this, but nearly all clip art images consist of groups of
drawing images. You can ungroup such images and remove or change parts you
don’t like. The process is a bit more complex than what I just described, but not ter-
ribly so. For example, say you’ve found the perfect lamp to illustrate your point, but
you don’t want the fan that comes with it. Just follow these steps to ungroup and
modify a clip art image:

1. Insert the image into a slide.

2. Select the image.

3. Click the Draw button on the Drawing toolbar and choose Ungroup.
PowerPoint gives you a warning that this is an imported picture, not

a group, and asks if you want to convert it to a drawing object.

4. Click Yes and then choose Draw, Ungroup again. PowerPoint displays a gazil-
lion objects, each with its own set of sizing handles (see Figure 6.14).

5. Click each object you want to remove and press Delete (for example, the
objects that comprise the fan), until only the image you want remains.

The problem now is that you have half a gazillion objects, and trying to select each
to move or size it would be nearly impossible. But here’s an easy way to select
them all:

1. Imagine the entire image as if it were sitting in a frame. Click at one corner
of the imaginary frame and drag to the opposite corner (see Figure 6.15).
Note that you must include all of an object in the frame you drag, or it is not
included in the selection.
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2. Release the mouse button, and sizing handles appear on all the components
of the image.

3. Click the Draw button on the Drawing toolbar, and choose Group. Voilá. You
now have just the image you want, and you can move, size, rotate, or format
it to your heart’s content.

Inserting Bitmap Images
Bitmap images are a type of graphic object you can use to enhance the visual power
of slides. The procedures for obtaining and manipulating these images are some-
times a bit different than those for clip art.
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Understanding Bitmap Images
Clip art images, like those described earlier in this chapter, are called vector graphics
or vector images. For example, a straight line in a vector image consists of two points,
or vectors. The computer generates the line between these two points, so regardless
how you change the points, the line is always smooth and complete.

Bitmap images, on the other hand, require a bit, or dot, at each point along the
way. It’s as if the line were painted, and if you make it longer, the paint pulls apart.
If you stretch a bitmap image, the image distorts because the computer doesn’t
know how to fill in the missing information. Such distortions are sometimes referred
to as the “jaggies” because the image has jagged edges (see Figure 6.16).

114 ABSOLUTE BEGINNER’S GUIDE TO MICROSOFT OFFICE POWERPOINT 2003

FIGURE 6.16

Distorted

(enlarged)

bitmap images

often have

jagged edges.

Bitmap images (such as photographs or scanned images from books or other
sources) usually appear more complete and more realistic that clip art images.
Bitmap images are also much larger than vector images when saved to disk. Having
many of them in a slide show can slow down the presentation. But the drawbacks of
these larger images are usually outweighed by the detail and realism they provide.

Inserting Images from Files
Bitmap images are typically separate files you save on your hard drive. It helps to
remember their filenames and where you saved them. You then can follow these
steps to insert a bitmap image:

1. Choose Insert, Picture, From File. You can also click the Insert Picture
button on the Drawing toolbar. PowerPoint displays the Insert Picture

dialog box (see Figure 6.17), which is similar to the Open, Save, and other file
management dialog boxes. When you’re inserting an image, by default it
starts in the My Pictures folder under My Documents.
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2. Find the picture you want—either in the selected folder or by browsing to the
location where you saved the bitmap image.

3. Select the image and click Insert to place the image on the slide (see
Figure 6.18).
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Note that the image appears with sizing and rotation handles, just like other images
and text objects. You can move, size, or rotate the bitmap image.

Acquiring Images
PowerPoint provides hundreds of clip art images but only a handful of bitmap
images. However, for effective presentations, much of what you need will be in the
form of bitmap images you acquire through other sources, such as by using a scan-
ner, digital camera, the Internet, or screen shots.
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Using a Scanner
A common source for bitmap images is a scanner. If you don’t have ready access to
a scanner, you might want to consider purchasing one. Even very inexpensive scan-
ners are quite adequate for the kind of images you use in PowerPoint.

You can scan images separately, save them, and later insert them into PowerPoint,
or you can scan images directly into PowerPoint. To scan an image directly into
PowerPoint, follow these steps:

1. Choose Insert, Picture, From Scanner or Camera. PowerPoint displays the
Insert Picture from Scanner or Camera dialog box (see Figure 6.19).
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2. Select your scanner in the Device drop-down list box.

3. Choose the resolution quality you want. Web Quality is all that’s required for
PowerPoint presentations because both PowerPoint and Web sites seen in
browsers use a computer’s screen resolution, usually only about 72 dots per
inch (dpi). Print Quality does not make images any better in PowerPoint, but
it does increase the saved file size of a scanned image significantly.

4. To customize what gets scanned and inserted, click Custom Insert. If you just
choose Insert, you get a default scan size and location that might not match
exactly what you are trying to scan.

5. Windows starts your scanner software, which varies depending on your scan-
ner and your computer setup. Even the most elementary programs, however,
give you several options that might be valuable (see Figure 6.20, which shows
a simple scanning program):

■ Color—Usually you can choose whether to scan in color or grayscale
(usually best for photos), or pure black and white (usually best for line
art drawings).

■ Quality—You might have to try various settings to determine which will
give you the optimal crispness you want.
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■ dpi—dpi stands for dots-per-inch and refers to the number of dots you
see onscreen. 72–100 dpi is entirely adequate for most screen presenta-
tions, whereas 300 dpi or better gives better print quality. Keep the dpi
relatively low for screen or Web presentations.

■ Size—This is one area that you really can use to your advantage.
Because bitmap images tend to distort and have jagged edges when you
enlarge them in PowerPoint, it’s best to scan them at roughly the same
size at which you want them to appear in a slide show. For example, if
you scan a 1-inch by 1-inch photo and enlarge it to 4 inches by 4
inches in PowerPoint, it will look quite grainy and rough. If you scan it
at 400% from your scanning software, the result will likely be much
smoother.

■ Brightness/contrast—Some software enables you to change brightness
and contrast settings before you scan to give you a richer, clearer
picture.

6. Choose Scan or whatever button finalizes a scan in your scanning software.
The scanner does its work, and returns you to PowerPoint, inserting the result-
ing scanned image (see Figure 6.21).

Note that although you can fiddle with scanning and touch-up options when you
acquire an image, you’ll always get the best results when the original is of high
quality.
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Using Images from a Digital Camera
Digital cameras are readily available and make it easy to acquire timely, relevant
photos for up-to-the-minute slide shows. You can capture product images, photos of
building progress, pictures of company staff, and more (see Figure 6.22).

118 ABSOLUTE BEGINNER’S GUIDE TO MICROSOFT OFFICE POWERPOINT 2003

FIGURE 6.21

A scanned

image can add

realism and

visual impact to

a slide.

FIGURE 6.22

Photos captured

by a digital

camera make it

possible to pre-

pare up-to-the-

minute

presentations.

Digital cameras typically come with software that enables you to save images
directly to your computer’s hard drive. After doing so, you follow the steps for insert-
ing a picture from file, as noted in the “Inserting Images from Files” section, earlier
in this chapter.

However, you can also insert images directly from your camera if you have the
proper connections between your camera and your computer, as well as the software
that enables you to do so. If this is set up properly, choose Insert, Picture, From
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Scanner or Camera and in the resulting dialog box (refer to Figure 6.19), simply
choose your camera from the Device drop-down list box. Then choose Custom Insert
to select the picture you want.

Using Images from the Internet
Another rich resource for bitmap images is the World Wide Web. Although you have
to take care to comply with copyright laws, you can find many Web sites that offer
free images, including photos, clip art, and decorative lines, borders, and buttons.

To insert an image into a slide show from an Internet Web site, fol-
low these steps:

1. Switch to your Internet browser and right-
click the image you want to download.

2. From the context menu, in Netscape
choose Save Image As, or in Internet
Explorer choose Save Picture As.

3. Provide a name and location on your hard
drive (for example, c:\My Pictures\
webimage.jpg). Use the same filename
extension as used on the Web site (for
example, .gif or .jpg).

4. Click OK to save the image.

5. Switch back to PowerPoint and choose
Insert, Picture, From File.

6. Browse to the location where you saved the
image, select the image, and choose Insert. 

After PowerPoint inserts the image, you can select the image and move, size, or
rotate it as you would any other PowerPoint object.

If you don’t want to keep the image as a separate file, you can simply right-click the
image in your browser, choose Copy from the context menu, and then switch back
to PowerPoint and paste the image on a slide.

Capturing and Inserting Screen Shots
You’ll find, sometimes, that you’d like to show images from your computer in a slide
show. For example, if you’re training others in a certain software program, you
might want to display dialog boxes or other screen activity. Or if you’re teaching
students about a Web site but don’t have an Internet connection (or have a very
slow one), you might want to capture Web site screens as viewed in a browser.
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Just because images can
be downloaded from
the Internet does not
mean they are free.
Copyright laws and
restrictions apply to Internet graph-
ics as they do to print graphics. If
you aren’t sure whether you can
use a graphic image, you should
ask the owner of the Web site that
contains the image.

caution

09 0789729695 CH06.qxd  8/27/03  8:03 AM  Page 119



To capture an entire screen and insert the screen shot in your slide show, follow
these steps:

1. Get to the screen you want to capture (for example, a Web site in your
browser).

2. Press the PrtSc (Print Screen) key on your keyboard. Windows copies an image
of the entire screen to the Windows Clipboard.

3. Switch to the appropriate slide in your slide show and choose Edit, Paste to
copy the screen shot to the slide (see Figure 6.23).
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FIGURE 6.23

Screen shots are

easy-to-capture

bitmap images.

4. Size the image so that it fills the entire screen.

When you play the slide show, it appears that you are showing the actual Web site.
In fact, it’s so realistic that you might find yourself trying to click buttons on the
screen shot of your browser!

If you want to copy less than a full screen, you can copy only the active window (for
example, a dialog box) by holding down the Alt key and pressing PrtSc.

Using the Picture Toolbar to Modify Bitmap Images
Earlier in this chapter, you learned how to use the Format Picture dialog box to
modify clip art images. You can use the same methods to modify bitmap images
as well.

However, you can also use the Picture toolbar to modify either clip art or bitmap
images. To activate the Picture toolbar, simply right-click an image and from the
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context menu choose Show Picture Toolbar. You can also choose View, Toolbars and
select the Picture Toolbar. PowerPoint displays the Picture toolbar (see Figure 6.24).
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FIGURE 6.24

Use the Picture

toolbar to

quickly and eas-

ily modify both

clip art and

bitmap images.

From the toolbar, you can quickly access the same
features you find in the Format Picture dialog box,
but in some cases, the features are even easier to
use. For example, cropping an image by using the
Picture toolbar icon enables you to see what you’re
cropping. Hover the mouse pointer over each but-
ton to see what it’s used for.

To close the Picture toolbar, simply click its Close
button or right-click an image and from the con-
text menu choose Hide Picture Toolbar.

Saving Images Created in
PowerPoint

You might not think you’re an artist, but you’ll
probably surprise yourself. At some point, you’ll
step back and say to yourself, “Hey, that’s pretty
good!” In fact, you might even want to save an
image you’ve created or modified for use in other
slide shows or even in Word documents or on Web pages. You can save single
images, grouped images, or combinations of images, clip art, and text.

To save an object separately from your PowerPoint slide show, follow these steps:

1. Select the object or objects you want to save. You might want to group them
first into a single object.

2. Right-click the image and choose Save as Picture. PowerPoint displays the
Save as Picture dialog box.

3. Choose a location and a filename.

PowerPoint has several
useful tools for making

basic modifications to both clip art
and bitmap images. However, if
you’re serious about fine-tuning
bitmap images, especially photo-
graphs, you’ll probably want to
investigate using other programs
outside of PowerPoint, such as
Photoshop.
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4. From the Save as Type drop-down list box, select a graphics format for the
image. By default, PowerPoint saves images in the EMF (Enhanced Windows
Metafile) format. But you can also save images in the JPG, PNG, or TIFF for-
mats, or in a generic bitmap format. JPG (pronounced “jay-peg”) and PNG
formats are commonly used on Web pages.

5. Choose Save to save the selected image as a separate file.

If you later want to use the image, simply insert it by selecting Insert, Picture, From
File.

the absolute minimum
PowerPoint is a visual medium. Therefore, graphic images, such as clip art or
scanned photos, can add immense value to a slide show. In this chapter, you did the
following:

■ You learned how to find and insert clip art images.

■ You found out how to move, size, distort, rotate, copy, and delete graphic
images.

■ You learned how to change the layer order of images and how to group and
ungroup images.

■ You explored the difference between vector (clip art) and bitmap images.

■ You discovered how to acquire bitmap images from a scanner, from a digital
camera, or from Internet Web sites.

In Chapter 7, “Creating Drawing Objects,” you’ll explore the Draw program and
learn to create graphic images of your own.
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