
HOW TO INSERT A PICTURE INTO A WORD 

DOCUMENT IN Word 2003  

Create or select a document to open 

 

Select the Orb, select documents, choose one 

 

 

 

 

 

 



 

 

 

 

 

 

 

Click where you want to insert the picture  

 

 

 

 



 

 

 

 

 

 

 

Select insert from the menu bar 

 

 

 

 



 

 

 

 

 

 

 

Then choose picture 

 

 

 



 

Select from File 

 

 

 

Select whatever picture you want 

Then click insert as your action 



 

 



 

click the insert to insert the picture  



 

The picture you selected appears where you chose to insert it in the document 



 

The picture tool bar appears to adjust picture 

 



 

 

 

 

 


