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Lesson 11
Adding Pictures and Shapes to a Worksheet
Learning Objectives

Students will learn to:

· Insert pictures
· Add shapes

· Copy or move a graphic

· Format graphics

· Add graphic enhancements using picture tools

MOS Skills

· Insert illustrations




6.2.1
· Position illustrations




6.2.2
· Size illustrations




6.2.3
· Rotate illustrations




6.2.4
· Modify clip art SmartArt




6.2.5
· Modify shapes




6.2.6
· Modify screenshots




6.2.7
· Make corrections to an image




6.3.1
· Use picture color tools




6.3.2
· Change artistic effects on an image



6.3.3
Key Terms

clip 
A single media file including art, sound, animation, or a movie.
clip art
A single piece of ready-made art, often appearing as a bitmap or a combination of drawn shapes.
Clip Organizer
A tool to gather and store your own clips so that you can easily locate them and insert them into documents.
connector
A line that has connection points at its ends that stay connected to the shape to which you have connected it.
flowchart
A schematic representation of a process, or a working map that helps users reach a final product or decision.
organization chart
A chart that graphically illustrates the management structure of an organization.
Quick Styles
Combinations of different formatting options.
SmartArt graphic
A visual representation of information and ideas that can be used with other images and decorative text.
Text pane
A pane that appears to the left of a SmartArt graphic that works like an outline or a bulleted list that maps information directly to the graphic.
Solutions for Step-by-Step Exercises

The Yosemite solution file is located in the Solutions/Lesson11 folder and is referenced in the following step-by-step exercises:

· Insert a Picture from a File
· Insert a Clip Art Picture

The Cruise 1 solution file is located in the Solutions/Lesson11 folder and is referenced in the following step-by-step exercises:

· Use SmartArt Graphics

· Insert Basic Shapes

· Draw Lines

· Insert a Block Arrow

The Graphics 1 solution file is located in the Solutions/Lesson11 folder and is referenced in the following step-by-step exercises:

· Create a Flowchart

· Create an Organization Chart

· Copy or Move a Graphic

· Apply Styles to Shapes

· Apply Quick Styles to Graphics

The Graphics 2 solution file is located in the Solutions/Lesson11 folder and is referenced in the following step-by-step exercises:

· Create an Organization Chart

· Copy or Move a Graphic

· Apply Styles to Shapes

· Apply Quick Styles to Graphics
· Resize a Graphic

The Cruise 2 solution file is located in the Solutions/Lesson11 folder and is referenced in the following step-by-step exercises:

· Rotate a Graphic

· Reset a Picture to Its Original State

The Skyline 11 solution file is located in the Solutions/Lesson11 folder and is referenced in the following step-by-step exercises:

· Change a Graphic with Artistic Effects
The Antique Auto solution file is located in the Solutions/Lesson11 folder and is referenced in the following step-by-step exercises:

· Use the Color Feature to Enhance Images

The Edited Vintage Auto solution file is located in the Solutions/Lesson11 folder and is referenced in the following step-by-step exercises:

· Make corrections to a Graphic

The Vintage Auto Style solution file is located in the Solutions/Lesson11 folder and is referenced in the following step-by-step exercises:

· Apply a Picture Style

The Skyline Style solution file is located in the Solutions/Lesson11 folder and is referenced in the following step-by-step exercises:

· Customize Picture Borders

· Apply a Picture Effect

The My Skyline solution file is located in the Solutions/Lesson11 folder and is referenced in the following step-by-step exercises:

· Use Picture Properties

The Screenshot solution file is located in the Solutions/Lesson11 folder and is referenced in the following step-by-step exercises:

· Use Screenshot to Capture and Crop Images

Answer Key

Knowledge Assessment

Matching
Match each vocabulary term with its definition.

a.
clip


f.
flowchart

b.
clip art

g.
Quick Styles

c.
Clip Organizer
h.
SmartArt Graphic

d.
connector

i.
SmartArt Tools

e.
Drawing Tools
j.
Text pane

_____1.
Commands added to Excel’s Ribbon when you insert a SmartArt graphic.

Answer: i
Section Ref: Inserting Pictures
Difficulty: Medium
_____2.
A listing of clips that is easily accessible so that you can locate and insert the clips into documents.

Answer: c
Section Ref: Inserting Pictures
Difficulty: Medium
_____3.
A visual representation of information and ideas.

Answer: h
Section Ref: Inserting Pictures
Difficulty: Medium
_____4.
The pane that appears to the left of a SmartArt graphic that you use to enter and edit text that appears in the graphic.

Answer: j
Section Ref: Inserting Pictures
Difficulty: Medium
_____5.
Commands added to Excel’s Ribbon when you insert a shape.

Answer: e
Section Ref: Adding Shapes
Difficulty: Medium
_____6.
A schematic representation of a process.

Answer: f
Section Ref: Adding Shapes
Difficulty: Medium
_____7.
A line that has connection points at the end of the line and stays connected to the shapes to which you add it.

Answer: d
Section Ref: Adding Shapes
Difficulty: Easy
_____8.
A single piece of readymade art, often appearing as a bitmap or combination of drawn shapes.

Answer: b
Section Ref: Inserting Pictures
Difficulty: Easy
_____9.
A single media file including art, sound, animation, or movie.

Answer: a
Section Ref: Inserting Pictures
Difficulty: Medium
_____10. 
Collections of formatting options that make formatting documents and objects easier.
Answer: g
Section Ref: Adding Graphic Enhancements Using Picture Tools
Difficulty: Medium
True / False

Circle T if the statement is true or F if the statement is false.

T
F
1.
When you insert a SmartArt graphic, the formatting is preset and cannot be changed.

Answer: F
Section Ref: Inserting Pictures
Difficulty: Medium
T
F
2.
You can insert multiple images into one worksheet.

Answer: T
Section Ref: Inserting Pictures
Difficulty: Easy
T
F
3.
The colors, fonts, and effects in a SmartArt graphic are based on the document theme that was applied to the worksheet.

Answer: F
Section Ref: Adding Graphic Enhancements Using Picture Tools
Difficulty: Medium
T
F
4.
When you move a shape that has a connector line attached, you must select the connector to move it as well.

Answer: F
Section Ref: Adding Shapes
Difficulty: Medium
T
F
5.
You can hide a graphic on a worksheet without deleting it.

Answer: T
Section Ref: Copying or Moving a Graphic
Difficulty: Medium
T
F
6.
You can rotate a SmartArt graphic, but you cannot rotate the individual parts of the graphic.

Answer: F
Section Ref: Formatting Graphics
Difficulty: Hard
T
F
7.
When you create an organization chart, an assistant position is at the same level as the individual who is being assisted.

Answer: F
Section Ref: Adding Graphic Enhancements Using Picture Tools
Difficulty: Medium
T
F
8.
You can rotate a graphic to any desired angle.

Answer: T
Section Ref: Formatting Graphics
Difficulty: Easy
T
F
9.
You can restore a picture to its original formatting without reverting to a saved file.

Answer: T
Section Ref: Formatting Graphics
Difficulty: Easy
T
F
10.
You can change a graphic without deleting the original.
Answer: T
Section Ref: Adding Shapes
Difficulty: Easy
Solutions for Competency Assessment 

Project 11-1

The solution for Project 11-1 is named Annual Sales 11-1 and is located in the Solutions/Lesson11 folder.

Project 11-2

The solution for Project 11-2 is named Curriculum 11-2 and is located in the Solutions/Lesson11 folder.

Solutions for Proficiency Assessment

Project 11-3
The solution for Project 11-3 is named Curriculum 11-3 and is located in the Solutions/Lesson11 folder.

Project 11-4
The solution for Project 11-4 is named Pictures 11-4 and is located in the Solutions/Lesson11 folder.

Solutions for Mastery Assessment

Project 11-5

The solution for Project 11-5 is named Blue Yonder 11-5 and is located in the Solutions/Lesson11 folder.

Project 11-6

The solution for Project 11-6 is named Advertising 11-6 and is located in the Solutions/Lesson11 folder.
Solution for Internet Ready
The solution for the Internet Ready exercise is named Vacation Plan and is located in the Solutions/Lesson11 folder.
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