Right click on an image and select copy.
In the document you want to place the image, simply paste it in. 
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To format picture- right click on picture, select format picture.  Select Layout tab and choose how you want your image to lay on the page.  OR Go to view- toolbars- select drawing toolbar. Select the box with a dog in it as shown below.  This will allow you to format your images.
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You can resize any image to meet your needs. 

