
Inserting Clip Art from the Internet 
 
 
All of the applications in the Microsoft Office 2003 Suite except Access have the ability to insert 
clipart into a file. Even though clip art is available within each application there is an abundance 
of additional clip art available online. This Low Threshold Activity provides the steps to access 
clip art online. These instructions are the same for all of the Office applications except Access, 
which does not have the ability to insert clip art. 
 

1. To insert Clip art, click on the Insert menu, slide the mouse down to Picture, and then 
choose Clip Art. When Clip Art is chosen, the Clip Art Task Pane will open on the right 
side of the editing window. 
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There are two ways to retrieve clip art: (1) type in the Search for: text box the category 
of clip art you want to retrieve and then press the Go button, or (2) click on the Clip art 
on Office Online at the bottom of the task pane. The second option will take you to 
Microsoft’s web site on the Internet. 
 



2. After clicking on the Clip Art on Office Online, the following screen will appear. 
 
 

 
          

  
This page provides the Clip of the Day, which changes daily, Featured Collections, Clip 
Tips, and a browse section by clip art and media categories. For this exercise, we will 
click on the Food category.  
 
After clicking on the Food category, the following screen displaying available clip art 
representing food will appear. As indicated on the lower right of the window, there are 
100+ screens available all of which contain food related clip art and media.   



 
 
 

3. To select an item, click on the check box beneath the clip art image. For this exercise, the 
Pear has been selected. Once an image is selected, it goes into the Selection Basket on 
the left side of the window.  

 

 
 

The Selection Basket provides information such as how many items have been added to 
the basket, what the download size is and the amount of time the download will take 
using a 56 K modem.  



4. After selecting the clip art image, click on the Download item button on the left side of 
the window. After doing so, the following window will open. 
 

 
 
5. After verifying the information, click the Download Now button. The File Download 

window will open next. Click on the Open button. The following Clip Organizer 
window opens. Notice that the Pear is in the window. 
 

 
 

6. Click the down arrow to the right of the image. This will open the short cut menu as 
shown below.  

 
 



 
 
7. From the Short Cut menu, clip art can be permanently Copied or Moved to the 

Collection or simply copied or pasted into a file. If you decide not to keep the image, the 
clip art can be Deleted from the folder or from the Clip Organizer. Once a selection has 
been made, the online download clip art process has been completed. 
 

 
 
 

HAPPY COMPUTING  


