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3. At the bottom of the Clip Art task pane, click ORGANIZE CLIPS... 
The Microsoft Clip Organizer dialog box appears. 

 
4. From the File menu, select Add Clips to Organizer » On My Own... 

 



The Add Clips to Organizer dialog box appears. 

 
5. Using the Look in pull-down list, navigate to the drive and/or folder containing the file 

you want to add 
6. Select the file you want to import (add) 
7. Click ADD TO... 

The Import to Collection dialog box appears. 

 
8. From the Import clips to the selected collection section, select the desired collection in 

which your file should appear OR to create a new collection,  
a. Click NEW...  

The New Collection dialog box appears. 
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