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Where to Find Help When You Need It

Helpf om your Division/ Collegeds Computer Cons

Some divisions and colleges have computer consultants assigned to them. You can contact these
consultants when you need help. To determine if you have a consultant assigned to your division or
college, lookto: http://rohan.sdsu.edu/~facstaff

Help from the BATS Web Page

BATS (Baseline Access, Training and Support) is a California State University initiative to provide all
students, faculty, and staff with "Eise" access to information resources via networks, training in the
uses of baseline hardware and software systems, and ongoing professional and technical support for
utilization of computer resources at San Diego State University. You can access Bé\BRATPage

by pointing your browser tdattp://its.sdsu.edu/~bats/

Help in the San Diego State University, Faculty Room
The Faculty Room is staffed Monday through Friday with computing consultants who wallangwer
your questions.

Location: Adams Humanities, 1109
Phone Number: x45727
Semester Hours: 7:30ami 6:00pm MondayThursday

7:30ami 4:30pm Friday
Semester Intersession: 7:30ami 4:30pm Monday Friday

Help from the Faculty Computing Heljine

Phone Number:x41348  E-mail: helpline@mail.sdsu.edu

Semester Hours: 7:30ami 6:00pm Monday Thursday
7:30ami 4:30pm Friday

Semester Intersession: 7:30ami 4:30pm Monday Friday

Help from the Staff @mputing Help Line

Phone Number:x40824  E-mail: staffhelp@sdsu.edu

Semester Hours: 7:30ami 6:00pm Monday Thursday
7:30ami 4:30pm Friday

Semester Intersession: 7:30ami 4:30pm Monday Friday
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CLIP ART

Insert a Clip

Search for Online
Clip Art

What is the Clip Gallery?

You can use the iGallery to preview a wide variety of pictures,
photographs, sounds, and video clips that you can insert in yc
documents.

To insert a clip:

1. Click on thelnsert tab, then click on th€lip Art button in the
lllustrations group.The Clip Art Task Panill open.

2. Enter a keyword for what you are looking for in t8earch
For box.

3. In the Search In box, indicate where you want the search tc
take place.

4. Indicate the desired results in tResults ShouldBe box.

5. Click on Go and the Task Panill list a number of images
for you to choose from.

6. Click on thedesired imageand it will be inserted into your
document at the cursor location.

Microsoft provides a variety of free clip images on their site. T
access these images:

1. Click Clip art on Office Online in the TaskPane You will
be taken to Microsoftds web

2. Enter your search criteria in ti#&earch Window Click on
the Search button. Clips matching your criteria will be
displayed.

4. Put a check mark by the desired clipdaclick on the
Download #Item(s) link.

5. When the next window displays, click on thewnload Now
button.

6. ChooseOpen With Clip Organizer and te clip(s) will be
downloaded to your computer and will be placed in th
Downloaded Clips category in ti@ip Gallery.

Microsoft Word - Intermediate Il



Microsoft Word 1 Intermediate Il

Format A Picture

You can usetools in Microsoft Wordto adjust your pictures as
follows:

1 (Click an thoi

2 Brightness ~ :j: Compress Pictures '
(D Contrast ~ ‘:ﬂ Reset Picture

&g Recolor ~ Effects ~

Shadow

&
Shadow

" : : p 3 j | g ﬂ J'_' f,_x —_;:." 4] Height: 0.56

Position B 0 Sendto Text Align » Rotate Crop =7 Width: (4.5°
- nt Wrapping ~ >
Effects Border Arrand

2. A variety of tools will be displayed that will allow you to
modify the image as follows:

From the Adjust Group:

e Brightnessi Use this button to brighten or darken the picture.
e Contrasti Use this button to increase or decrease contrast.

e Rewmlor 1 You can use this button to make your picture llacd
white, shades of grag,watermarkor to set a transparent color.

e Compress Picturei Use this button toeducethe resolution (to
96 dots per inch (dpi) for Walseand 200 dpi for print) You can
also deleteextra informaton such as cropped information

e Reset Picture 1 This button removes any previously applied
cropping and returns the color, brightness and contrast to 1
original state.

From the Shadow Effects Group:

You can add shadows to the image and you can modifghthdow
effect to represent light shining from a variety of angles.

From the Border Group:

You can add a border to the image and you can select the color, t
and size of the border.

From the Arrange Group:

You can tell Word how the image is to interaathwthe text n the
document and you can rotate the image.

From the Size Group:

You can resize the image and you can select a part of the image
using the Crop Tool.

e Crop 1 To use the Crop Tool,gsition the cropping tool over a
sizing handle and drag twt out part of the picture
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FIND AND
REPLACE

Find and Replace
Text

Microsoft Word provides you with a variety of options for finding anc
replacing text and other special items in your document:

To activate this funabin, click onthe Home tab and then click on
Find or Replacein the Editing group.

The following window opens:

Click on theMore button and the above window will expand to shov
the following:

—o
Find and Replace @
Find Replace | GoTo
Find what: v
Replace with: v
l Replace ] [ Replace Al ] | EindMext [ Cancel
Search Options
Search; | Al v
[[J Match case [ Match prefix
] Match suffix

[J use wildcards
[[] sounds like (English) [[] 1gnore punctuation characters
[ Find all word Forms (English) [[] 1gnore white-space characters

Replace

You can quickly search for every occurrenceao$pecific word or
phr ase. Si mply FEndwat: Ohevi nelotw. i
locate the text, you can automatically replace the text by entering
repl acemenReplacewith o0i rwi tnhdeo wil
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