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About Using Microsoft Clip Art  

Here's gonna be one windy tutorial on this subject.... 
 

Finding Images 
 

1. Open Microsoft Word. 
 

2. From the Insert drop-down menu, click Picture > Clip Art. 
 

3. When the following window displays, either click on your category of interest OR use 
the Search for clips field. 

4. Assuming you are like 
me and rarely find anything of use from the standard clips offered, click Clips Online.  
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5. When Microsoft Office's 
Cl Aip rt page displays, enter a search term in the Clip Art field. 

 
u can use the Filter menus to nar6. When your results display, yo row your search results. 

 

• From the Filter by Type field, I typically choose Clip Art. 
• Sometimes, for ease in creating an image for coloring, from the Filter by Category 

field, I choose Black & White. 

7. Review your results. Should you find an image(s) you like select the checkbox next to 

8. Onc in the 
left toolbar). 

the image.  
e you are ready to download the image(s), click Download x item(s) (found 

 
9. When a window like the following displays, select the appropriate radio button 

(depending on your version of Microsoft Word) and click Download Now. 



 

 
10. If necessary, click Open. 

 
11. When a window displays like the following with the image(s) you have downloaded, 

click and drag the image to an open Microsoft Word document. 
 

Editing Images

In the following steps, here's a sample edit process which will show you how to quickly 
make a printable image with your clip art. 

Microsoft clip art is in a format called Windows Metafile. It is a vector-type graphic 
which means it can be sized and modified without losing image quality. As such, I can 

take a graphic and size it as big or as small as I would like. 
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1. Since this image is 
rather small, I double-clicked the image to display the Format Picture dialog box.  

2. I clicked the Size tab. 

3. I changed the Height 
scale to 200% (the Width will change automatically since the Lock Aspect Ratio 

checkbox is selected). 
4. Once the image was sized, I right-clicked the image and selected Edit Picture.  

The Edit Picture window displays as shown in t f he following graphic. All the elements o
the picture are clickable. 
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5. To make things easier, I changed the 
Zoom percentage to 500% (found in the drop-down menu from the Formatting Toolbar or 

from View > Zoom). 

6. I removed all the colored 
elements and shaded background by clicking each interior element and pressing Delete. 

(You can choose to keep some elements or change the colors as you please.) 
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7. Once I have removed all the elements not wanted, 
I clicked Close Picture. 

8. From there, I simply printed the image on my cardstock and color as desired. 
Hopefully this tutorial is clear...if not, I then hope I may answer any questions you may 

have! 
 

 
 

From the wonderful blog:   http://stampinwhenican.blogspot.com  
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