Information Skills

“Working with Images”
There is a plethora of images available on the Internet other than what is available in Google and Alta Vista Images (blocked by the Internet filter).  The following are suggestions for finding the desired graphics students need for projects:

DEVELOP A BOOLEAN SEARCH PHRASE

a. Select a search engine (Yahoo, Alta Vista, Google, Dogpile)

b. Enter a search phrase that indicates the exact type of images you need.  Words such as images, pictures, photos are all keywords that should be considered in your Boolean search phrase if you need graphics for an assignment.  The use of AND must be in all capitals and spelling must be accurate.  

volcanoes AND images
Tsunami AND pictures
Holocaust AND photos

c. If you are searching for pictures of something that is more than one word, you should enclose your phrase in quotation marks so that the search engine searches for the “phrase” and not the individual words.  The more specific search terms you can enter in a search engine, the better your matches will be.

”weather map symbols” AND pictures
”Civil War” AND photos
”Hubble Space Telescope” AND pictures
”Paul Revere” AND “Midnight Ride” AND pictures

SAVING GRAPHICS FROM INTERNET

1. When you find an image you wish to use, point to the image and right-mouse click.

2. Select the “Save Image As…” or “Save Picture As…” option.

3. Select your Network Directory.  **Be sure your directory is selected.  This is a common mistake of students and the result is an inability to find pictures when needed.**

4. Change the file name to something recognizable and click SAVE.

INSERTING GRAPHICS INTO APPLICATIONS

1. When using any Microsoft Office application (Word, Powerpoint, Excel), select the INSERT option from the menu bar.

2. Select Picture
3. Select From File…

4. In the “Insert Picture” window, change the directory to your Network Directory.  You should see the list of pictures you have saved.  

5. Select the picture you desire and click “Insert”

MODIFYING APPEARANCE OF PICTURES

1. Once the graphic has been inserted into your application, right mouse click on the graphic.  Select “Format Picture.”

2. You can change the size, crop, and make a variety of modifications to the picture using this menu.  

3. To change the size without using Format Picture menu, click one time on the graphic.  Point the cursor to any of the corners and click & drag to increase/decrease the size of the graphic.

4. Enlarging pictures too much can result in distortion (blurriness).  Distortion depends on the size of the graphic when you saved it.  Hint: If you can click on a graphic on the Internet and make it bigger, do so before saving!  
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