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NOTE: Captivate 2 can deal with a great 
variety of image file types, but the list is not 
exhaustive. Your image will need to be in the 
format of Ô.jpgÕ, Ô.jpegÕ, Ô.gifÕ, Ô.pngÕ, Ô.bmpÕ, Ô.icoÕ, 
Ô.emfÕ, Ô.wmfÕ or Ô.potÕ 

Images 
 

Adding images to a Captivate 2 project is easy. 
 
If you need to, click the ‘Edit’ tab to return to the ‘edit’ view. 
 
From the Insert menu, select ‘Image…’ 

 
The Open dialog box opens, allowing you to 
locate an image you wish to insert. 
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TIP Ð to keep file size small, it would be great if 
your images were optimised first.  

Once you have found your file, click ‘Open’. 
 
If your image is too large, you will be prompted to either 
‘crop’ or ‘resize’ it. If you want to use the whole image, 
then click ‘resize’. 
 
 
 
The ‘New Image Box’ dialog box opens. It has four tabs 
(is this beginning to follow a pattern yet?) 
 
The first tab allows you to adjust the level of 
transparency your image has. It also allows you to 
select either a background colour or transparent 
background for the image box. On first look, this may 
seem a little odd, but if your image is an irregular shape, 
bear in mind the box that Captivate 2 is putting it in is a 
regular shape, so you will either want to fill the 
background with a colour or leave it transparent. 
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TIP Ð you may find it easier to adjust the timing of the image 
box visually by clicking and dragging on the timeline. 

 
At the bottom of the dialog box is the option to ‘Apply to 
All’. Using the ‘Settings’ drop-down menu, you can apply to 
all the captions in your presentation the type you have 
chosen, or apply to all the captions on a particular slide. 
 
 
 
 
The second tab ‘Options’ allows you to adjust how long the 
image box is displayed for, and whether the it fades in or 
out – there are four options here – ‘fade in and out’, ‘fade 
in only’, ‘fade out only’ and ‘no transition’. 
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The third tab allows you to add audio to the image box – 
this may prove useful to further direct attention in your 
project.  
 
You can either record a new piece of audio, or import a 
sound file  
 
(for further details of how to do this, see the ÔAudioÕ 
section of this course). 
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TIP Ð you may find this easier by visually dragging the handles 
of the object on the slide instead. 

 
The fourth tab allows you to adjust the size and position of 
the image box. 
 

 
Don’t forget that objects on the timeline are hierarchical. 
You may wish to make sure that the image box doesn’t 
obscure any other objects you have placed on the slide. 
 


