
Image/Data Manipulation

PowerPoint: Presentation Slides

Word: Posters, Newsletters etc.

Handouts etc.

Excel: Balance Sheets etc.









Capturing Text and Pictures 

and displaying in PowerPoint 

Word and Excel

Exercise 1

• Enter Your Text directly into a 
document

• Take Pictures and copy into a 
document

Exercise 2

• Cut and Paste text from Internet or 
Electronic File and copy into a 
document

• Cut and Paste picture from Internet 
or Electronic File and copy into a 
document

Exercise 3

• Print screen (PrtScn) from Google 
Maps – Street View

Exercise 4

• Print screen (PrtScn) from YouTube or 
Television

Exercise 5

• Cut and Paste from paper source 
using Optical Character Recognition 
(OCR Apps)

Exercise 6

• Compressing  cropped pictures



Exercise 1a – Bridges over 

the Thames

1. Type your data into here

2. Load your picture using the “picture 
symbol”



Exercise 1a – Bridges over 

the Thames

Picture of the Queen Elizabeth Bridge 

over the Thames taken from the south 

bank looking east.



Exercise 1b – Flyer for the 

Cycle Group

1. Type your data into here

2. Load your picture using the “picture 
symbol”



Exercise 1b – Flyer for the 

Cycle Group

1. Type your data into here

2. Load your picture using the “picture 
symbol”

Our next cycle trip will be on Friday 27th October  

- meet at the Lido at 10.00 am

Join Us

Hillingdon u3a



Exercise 2a – Bridges over 

the Thames

1. Cut and Paste text from Internet 

2. Cut and Paste a picture from 

Internet

About: Tower Bridge (dbpedia.org)

https://dbpedia.org/page/Tower_Bridge#:~:text=Tower%20Bridge%20is%20a%20Grade%20I%20listed%20combined,Barry%20with%20the%20help%20of%20Henry%20Marc%20Brunel.


Exercise 2a – Bridges over 

the Thames

Tower Bridge is a Grade I listed 

combined bascule and suspension 

bridge in London, built between 1886 

and 1894, designed by Horace Jones 

and engineered by John Wolfe Barry 

with the help of Henry Marc Brunel. It 

crosses the River Thames close to the 

Tower of London and is one of five 

London bridges owned and 

maintained by the Bridge House 

Estates, a charitable trust founded in 

1282. The bridge was constructed to 

give better access to the East End of 

London, which had expanded its 

commercial potential in the 19th 

century. The bridge was opened by 

Edward, Prince of Wales and 

Alexandra, Princess of Wales in 1894.



Example 2b – Poem on the 

Wall - Desiderata

"Desiderata" is an early 1920s prose 

poem by the American writer Max 

Ehrmann. The text was widely 

distributed in poster form in the 1960s 

and 1970s.

“Go placidly amid the noise and the 

haste and remember what peace 

there may be in silence. As far as 

possible……………….”

Desiderata: Original Text

https://www.desiderata.com/desiderata.html




Desiderata
      Go placidly amid the noise and the haste, and remember what peace there 

may be in silence. As far as possible, without surrender, be on good terms with all persons.
Speak your truth quietly and clearly; and listen to others, even to the dull and the ignorant; they too 
have their story.

   Avoid loud and aggressive persons; they are vexatious to the spirit. If you compare 
yourself with others, you may become vain or bitter, for always there will be greater and lesser 
persons than yourself.

    Enjoy your achievements as well as your plans. Keep interested in your own career, 
however humble; it is a real possession in the changing fortunes of time.
Exercise caution in your business affairs, for the world is full of trickery. But let this not blind you to 
what virtue there is; many persons strive for high ideals, and everywhere life is full of heroism.
Be yourself. Especially do not feign affection. Neither be cynical about love; for in the face of all 
aridity and disenchantment, it is as perennial as the grass.

    Take kindly the counsel of the years, gracefully surrendering the things of youth. 
Nurture strength of spirit to shield you in sudden misfortune. But do not distress yourself with dark 
imaginings. Many fears are born of fatigue and loneliness.
Beyond a wholesome discipline, be gentle with yourself. You are a child of the universe no less than 
the trees and the stars; you have a right to be here.

    And whether or not it is clear to you, no doubt the universe is unfolding as it 
should. Therefore be at peace with God, whatever you conceive Him to be. And whatever your labors 
and aspirations, in the noisy confusion of life, keep peace in your soul. With all its sham, drudgery 
and broken dreams, it is still a beautiful world. Be cheerful. Strive to be happy.



Exercise 3 – (PrtScn) from 

Google Maps – Street View

1. Cut and Paste text from Internet 

2. (PrtScn) from Google Maps

3. Street View – to help identify shops 

and houses



Exercise 3 – (PrtScn) from 

Google Maps – Street View

1. Picture of Tower Bridge 

2. (PrtScn) from Google Maps

3. Street View – Look at Ruislip High 

Road



Exercise 3 – (PrtScn) from 

Google Maps – Street View

1. Cut and Paste text from Internet 

2. (PrtScn) from Google Maps

3. Street View – to help identify shops 

and houses



Exercise 3 – (PrtScn) from 

Google Maps – Street View

1. Picture of Tower Bridge 

2. (PrtScn) from Google Maps

3. Street View – Look at Ruislip High 

Road



Exercise 4 – Pictures from 

the TV or YouTube

Hillingdon u3a - Singers Concert

BBC iPlayer - Watch BBC Two live

https://www.youtube.com/watch?v=DySjy3xWHuQ
https://www.bbc.co.uk/iplayer/live/bbctwo


Exercise 4 – Pictures from 

the TV or YouTube

Hillingdon u3a - Singers Concert

BBC iPlayer - Watch BBC Two live

https://www.youtube.com/watch?v=DySjy3xWHuQ
https://www.bbc.co.uk/iplayer/live/bbctwo


Example 5a – From a 

Magazine Article 

1. Scan article into computer 

2. Cut out text required

3. Paste into an Optical character 

recognition “app” (OCR)



Example 5a – From a 

Magazine Article 



Example 5a – From a 

Magazine Article 



Example 5a – From a 

Magazine Article 
Vandals cause BCN main line woes

The Birmingham main line

canal suffered a pair of unusual

obstructions in November. First.

the entire flight of Wolverhampton

locks was drained by vandals,

flooding nearby roads and

halting boat traffic for at least

two days. This was the fourth

time in recent months that the

entire flight had been drained,

and the Canal & River Trust

will clearly have to rethink its

security policy on lock paddles.

Later, one of the most bizarre

lock obstructions happened in

Tipton Locks on 14th November,

when a stolen car was driven

into the bottom lock before

dawn. Local CRT operatives,

already busy with attempts to

refill the Wolverhampton flight,

had to hire a large crane at short

notice to lift out the Land Rover

Discovery some 12 hours later.

Barely had both obstructions

been cleared by Tuesday morning

than the local teams were called

to remove two more cars - one

at Olton, near Solihull, on the

Grand Union, and the other at the

bottom of the Delph Nine lock

flight on the Dudley No 2 Canal.



Example 5a - Vandal's 

cause BCN main line woes
The Birmingham main line

canal suffered a pair of unusual

obstructions in November. First,

the entire flight of Wolverhampton

locks was drained by vandals,

flooding nearby roads and

halting boat traffic for at least

two days. This was the fourth

time in recent months that the

entire flight had been drained,

and the Canal & River Trust

will clearly have to rethink its

security policy on lock paddles.

Later, one of the most bizarre

lock obstructions happened in

Tipton Locks on 14th November,

when a stolen car was driven

into the bottom lock before

dawn. Local CRT operatives,

already busy with attempts to

refill the Wolverhampton flight,

had to hire a large crane at short

notice to lift out the Land Rover

Discovery some 12 hours later.

Barely had both obstructions

been cleared by Tuesday morning

than the local teams were called

to remove two more cars - one

at Olton, near Solihull, on the

Grand Union, and the other at the

bottom of the Delph Nine lock

flight on the Dudley No 2 Canal.



Example 5b – From a 

Newspaper

1. Scan article into computer 

2. Cut out text required

3. Paste into an Optical character 

recognition “app” (OCR)



Example 5b – From a 

Newspaper

1. Scan article into computer 

2. Cut out text required

3. Paste into an Optical character 

recognition “app” (OCR)



Example 5b – From a 

Newspaper

1. Scan article into computer 

2. Cut out text required

3. Paste into an Optical character 

recognition “app” (OCR)



Example 5b – From a 

Newspaper
Man arrested

over Bully XL

dog attack

A 60-YEAR-01d man has been

arrested on suspicion of possessing

a dog dangerously out of control,

after a schoolgirl, 11, and two men

were savaged at the weekend.

Ana Paun was walking to buy

sweets with her 18-year-old sister

when the American Bully XL

clamped its jaws around her arm

and 'wouldn't let go'.

Tlarrowing footage of the two.

minute attack in Bordesley Green,

Birmingham, on Saturday showed

how she was knocked to the ground,

with the dog only letting go when a

bystander hit it with a broom.»

The dog then bit her again on the

shoulder betOre a second man pulled

the animal away. It then chased a

third male into a petrol station and

attacked him on the forecourt.

A West Midlands Police spokes-

man said the man had been bailed

while enquiries continued.

'The dog currently remains .in

secure kennels,' they added.

Following the attack Home Secre-

Lary Suella Braverman said she was

seeking 'urgent advice' on banning

the 'lethal' breed - linked to nine

deaths in the last two years.



IT'S repofted that Home Secretary Suella Braverman has requested urgent 
advice on banning American XL Bully dogs. I'd like to know what the 
interpretation of 'urgent,' is. Why can't she just ban them now? HOW many 
more children going to be harmed these animals? all Imow that most o their 
owners are yolxs who parade their ferm.ious dogs as status symbols. R 
MORGAN, Haaaeld, mrtyys. ENVIRONMENT minister Lord Benyon said 
last month that there were no plans to add XL Bully dogs to the list of banned 
dangerous breeds. Surely the list should be open to amendment at, all times. 
This breed should be added without delay. We are talking about dogs bred to 
fight and threaten. If a breed has a history Of attacking people. it should be 
banned Without discussion. Amv owners who fail to comply must be fined 
heavily. ,ViCK SMITH, Blandford Forum, Dorset. ANYONE who has owned 
even a small dog knows that on rare occasions, when the red mist descends. it 
is ven•' difficult to restrain the animal. Yes, some large dogs may normally be 
much more passive than the average Jack Russell, but every dog is capable of 
turning from a placid pet, into a raging beast in an instant. A large dog Is 
capable of killing a fully grown human and few people could safely Ferocious: 
An American XL Bully step in to prevent this happening. Most. people only 
own ferocious looking canines to intimidate the rest of us. The combination of 
such owners and breeds inevitably leads to tragedy. Members of the public 
should be prevented from ovming any dog breed that grows to a vast size. 
Admittedly, the complications of interbreeding make this a diffeult, task for 
the Government, but too much innocent blood has been shed. T. J. 
HICKMAN, Southampton. DONT bother banning dangerous dogs or 
introducing licences. Pass a law that all large dogs have to wear muzzles in 
public and give police the power to remove from the street amv that don't 
comply. Mrs M.A. HAY, Studtev, Warks. A BAN on XL Bully dogs would be 
unfair on owners whose pets have been trained correctly and have done 
nothing wrong. I own two XL Bullys that are friendly around children, adults 
and other animals. I have come across aggTesslve chihuahuas, but no one has 
suggested banning them. Any dog. regardless of the breed, can be dangerous. 
SUSAN DEMI, Preston, Lancs. NO DOG iS a born killer. Those that do kill 
haven't been trained and socialised correctly, and are owned as weapons by 
people who want to look tough. M. SIMS, Warrington. Cheshire.  



Exercise 5 - Quality of the 

Scan



Exercise 5 - Quality of the 

Scan



Exercise 5 – OCR apps

Optical character recognition or 
optical character reader (OCR)

Changing New Line to a Space

Use Word as there are better word 

processing tools.

From Home Page – select “Editing” 
then go to “Replace”

Select More

Go to Special Codes – select Paragraph 

Mark and replace with “press space 
bar”



Exercise 6 – Compressed 

Images and Copyright Law

Compressed Images - We use compressed images 

in Microsoft to reduce the file size of pictures and 

save disk space. The compression options reduce 

both the file size and picture dimensions based 

on how you intend to use the picture, such as 

viewing on screen or in an email message. You 

can compress all pictures in the file or just the 

ones that you select. 

Click on Picture

Select “Picture Format”
Select “Compress Picture”

Copyright Law - Copyright laws prohibit people 

from copying, distributing, or using someone 

else’s work without their permission. This 
includes any content that is published on the 

internet, such as text, images, videos, and music. 

The copyright owner has the exclusive right to 

reproduce, distribute, and display their work. If 

someone uses copyrighted material without 

permission, they may be liable for infringement 

and may have to pay damages to the copyright 

owner.



The End
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