	NC Excel Basics for ESL – Lesson 5
	



	Lesson # 5: Adding Images


	Practice Assignments
	Check Off

	Assignment 1 – Read and follow the instructions below in Adding Images. 
Assignment 2 – Practice and review any new vocabulary from Lesson 5.
Adding Images 
We will now make your My Favorite Foods list more interesting by adding shapes and images.
1. Plug in your USB flash drive.    
2. Find and open your “My Favorite Foods-02” file.  
Adding shapes to our Favorite Foods List
1. Click on a cell next to your food list.
2. Click on the INSERT tab.
3. Click on the Shapes button.
4. Go down to the Block Arrows section and click on the Left Arrow.
5. Click and drag on the spreadsheet to make an arrow.
6. Click in the middle of the arrow, and drag it next to your most favorite food.
7. [image: ]Click the rotate control, and make your arrow point down a little so it looks like it is pointing at the words. You might have to move it to adjust its position.
8. [image: ]Click and drag the resizing blocks on the arrow to make it the size and shape you want.
9. Click the Shape Styles More dropdown to see all the styles.
10. [image: ]Try some different styles.
11. Try making changes with the Shape Fill, Shape Outline, and Shape Effects dropdowns and keep what you like. Remember that if you click off the shape to see it better, you have to click or double-click it again to make changes.  
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Adding images to our spreadsheet  
1. Click on a cell next to your food list.
2. Click on the INSERT tab.
3. Click on the Online Pictures (ClipArt) button. 
      (You must be connected to the internet for this to work.)


4. An Insert Pictures window will open with a search field.
5. Click in the search field, and type the name of one of your favorite foods.
6. Press the Enter key on your keyboard. You should see some pictures of the food.
7. Scroll down and click on the picture you like best.
8. Click the Insert button at the bottom right of the window. 
The picture will be added to your spreadsheet.
9. You can resize the picture by clicking, holding, and moving one of the corners of the image.
10. Click inside the picture and drag to move it where you want it.
11. Add two more images to your spreadsheet.
12. Resize and move the pictures so that all 3 are on the same page. Look for the dashed line to help you know where the edge of the page is, or click the Page Layout button at the bottom right of the window.
13. Click the FILE tab and select Print to check to see what your file would look like if it was printed. 
14. [image: ]Use the back arrow at the top left to return to the file.
15. Make any changes you want.
16. Save your file to your USB drive with the name, “My Favorite Foods-Pictures”.
(Look at the lesson 3 practice if you need help.)
17. Show your teacher your spreadsheet.
18. Safely eject your USB drive when you are done. 
(Look at the lesson 3 practice if you need help.)


Optional Assignment – Watch the 35 ENG Excel 2016 Working with shapes video:   
https://www.youtube.com/watch?v=3RVi0yp7_7I 
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