Spelling and grammar
How to check your spelling and grammar
Click on the Review tab and go to the  [image: image1.jpg]



Or

Go to your Quick Access Tool bar and if ABC is not already there, add it. I will give you instructions. 
Or

Use the F7 key

Or

Right click in the middle of the word 
To access Clip Art

To insert a picture into a Word document:

Go to Insert tab, Clip art. (Clip art in on your computer in Word) 
From file – file has pictures that you have created, stored, downloaded. These can also be inserted in the document.

From scanner/camera – a scanner will scan and then save a picture or document. Some cameras have cards that allow pictures to be downloaded.

