CROPPING CLIP ART AND PICTURES
1.
On the picture toolbar, click the CROP icon.  (The image must be selected.)
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2.
Position the mouse pointer/cropping tool over one of the eight sizing handles and drag toward the center.
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3.
Repeat this procedure with the other handles until the object shows only what you want.  (You can uncover the hidden areas by dragging out.) 

Cropping in this way will not decrease the size of the file; neither will re-sizing.  The original size of the graphic is still in the document.  After the document has been saved, you can still recover the hidden areas.  Doubleclick the cropped image and select Reset.
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