Posters & Folders
To create a folder on your computer:

1. Right click on the desktop.

2. When you get a menu, scroll down to “New” and click “Folder”.

3. A new folder appears on the desktop. Title it with your first and last name.

4. Click on the desktop. You have created a folder!

To search for pictures:

1. Go to www.goodsearch.com
2. Type in what you are searching for. For example, “Chicago”.

3. When you get results, click on the “Images” tab at the top of your screen.

4. Now you have pictures of your search!

To save pictures:

1. When you have found a picture you want to save, right click on the picture.

2. When you get a menu, choose “Save picture as”.

3. When the save box pops up, at the top of the box change “My Photos” to “Desktop”.

4. You will see your folder with your name on the screen. Double click on your folder.

5. Your folder is now open and you may change the title of your picture (at the bottom of the box, “Save As”) and click “Save”.

To insert a picture into your document and create a poster:

1. Open an MS Word document.

2. Click “Insert” and choose “Picture”, and then “From File”.

3. In the box that pops up, change “My Pictures” to “Desktop” and double click on your folder to open it.

4. Now your folder is open, and choose the picture you want to insert.

5. Once you have done that, your picture is inserted into your document. Right click on your picture.

6. Choose “Format Picture” from the menu.

7. Click the Layout tab at the top of the menu, and choose “Behind Text”.

8. Now you have created a poster and can move and manipulate your picture however you want. Add more pictures to create a collage!
