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Creating a Custom Clip Art Collection 
Quick Reference Guide 
Clip art collections can be created by moderators reused and shared with other moderators. Here are 
the steps: 
 
Managing Default Collections 

1. Click Tools > Whiteboard > Manage Clip Art Collections… 

2. Deselect any default collection that you’d like to “hide” in your library.  You can always make 
the collection visible again by reselecting the collection. 
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Creating a Custom Collection 
 

1. Assemble your choice of clipart that can be collected from various websites and save the 
clipart files to your computer. 

2. Click the  button to create a new clip art collection. 
 

 
 

3. Click the  button again 
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3. Give the collection a title.  This is the name that will appear in the Clip Art Library. 
 

 
 

4. Click the  button and begin adding graphics. 
a. When multi-selecting images (hold down shift or Ctrl key while selecting images), 

they can be loaded in the order that they are selected, in alphabetical or in 
alphanumeric order. Alphanumeric sorts first by number (1, 2, 3, etc.) and then by 
text (a, b, c, etc.). 

b. For every image, the Tool Tip Text to display for file column will show the name of 
the image. You may edit the names by double-clicking in the text box and entering 
the name. 

 
5. Once you have entered the images, click OK to save the collection to a new file.  Tip:  

Name the file with the same name that you titled the collection.  This will create a .jar 
file that can be shared (see Adding a Clip Art Collection). 

 

 
 

6. Confirm that your new collection exists in the Clip Art Manager and click Done.   
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Adding a Clip Art Collection (.jar file) to the Library 

You can share your Clip Art Collections with others.  To do this, do the following: 

1. Click Tools>Whiteboard>Manage Clip Art Collections, click on the button in the tool bar.  

2. The “Browse for Collections Files to Use” dialog box appears. 

3. Navigate to the clip art collection file (.jar file) and select the file. 

4. Click Open to load the collection and dismiss the dialog box. 

The Clip Art collection is loaded into the Clip Art library and appears in the Clip Art Collections 
dialog box. 

 
Editing or Adding to an Existing Clip Art Collection  

To add to a Clip Art Collection, do the following: 

1. Click Tools>Whiteboard>Manage Clip Art Collections, click on the collection you wish to edit. 

2. Click the  icon, add new clip art and save. 
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Add Clip Art From Your New Collection To The Whiteboard 

To add Clip Art from your new Collection, do the following: 

1. Click the Clip Art Tool on your Tools Palette and select the desired clip and then click the 
whiteboard.    

    
 
 
Tips:   

• Clips can be added by dragging and dropping, however animated clips will not be animated 
if using this technique.  It is better to click the animated clip, then click the whiteboard to 
maintain animation. 

• Double clicking a clip art selection will create a stamp that can enable mulple additions to 
the whiteboard simply by clicking. 
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