Using Google Images in Microsoft Applications
One of the most important things you can remember about using Internet images is that it’s better to take a large image and shrink it than it is to take a small image and expand it.
1. Go to www.google.com
a. Kids will try to spell this “goggle” or will try to add spaces (there are none)

2. Click on the Images link above the Search field
3. Type in your search word(s) and then click on Google Search
a. Try to be specific.  Search words like American Flag will produce thousands of results, but searches like Famous American Authors won’t produce anything at all.  Remember, you’re searching strictly for images, not web sites.
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· Your search will hopefully produce many results.  These results will display as “thumbnails”.  Thumbnails are smaller versions of bigger pictures.  You generally don’t want to use the thumbnails because when you try to make them larger they look grainy.
4. Click once on the thumbnail of your choice

a. This will take you to the web site that contains your selected picture

5. At the top of your window, you will probably see your picture (still small) with a link next to it that says “See full size image” – Click on that link.
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· Your image should now be the only thing that displays in your Internet window

6. Drag-and-drop the picture from the Internet window to your intended location (PowerPoint slide, Word document, Excel spreadsheet, etc)
a. Note: You may need to re-size the Internet window so you drag the picture onto your other application
Various Notes:

· If you copy and paste an animated gif, it will not animate in PowerPoint until you play the presentation.  To play the presentation click on the Slide Show menu and choose View Show.

· Great place for animated gif’s: www.animationfactory.com
· You do not have to close your Internet window when switching between programs, just minimize the window so you use it again for other images (you’ll have to click on the Back button to conduct another search.
· To move your image in a Word document:

a. Double-click on the image

b. Switch to the Layout tab
c. Choose how you want the text to wrap around your image in the Wrapping Style options (Square is the most common).  Then click OK.







Type in your�search word(s)























Click on the� Images link! 





Click on the link that says “See full-size image”








