Adding an Image
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1. You must have an image file (.jpg, .gif) saved before you can insert into your blog.

a. Go to Google and search for free clip art.

b. When you find a picture you want to save:

i. Right Click on the image

ii. Choose Save Picture As

iii. Browse to the location where you want to save your file (ex: Desktop)

iv. Rename file if necessary

v. Click Save

2. Place your cursor in the location where you want the image be placed.

3. Click the image icon.

4. Click Browse and locate your saved image.

5. Click Insert Image.

6. The image will be placed in the body of your text.
Uploading a File

Word documents, pdf files, PowerPoints, etc. can be uploaded into blogs for easy access by viewers.


1. You must have your file saved on the computer where you are working.

2. Place your cursor in the location where you want the link to your file to be placed.

3. Click the file icon.

4. Click Browse and locate your saved file.

5. Click Upload File.

6. A link to the file will be placed in the body of your text.
7. Scroll down and click Save and then View Weblog to test your link to the file.
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