Microsoft Office Picture Manager

The Picture Manager is available from the Microsoft Folder in the Programs Menu or when right

clicking on an image.

It consists of Drop Down Menus, Sta

dard Toolbar, Formatting Toolbar & Task Panes
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The File Menu offers not only basic saving features, but it provides the EXPORT feature that will
users to rename, change the size of an image, and export into a different format.
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Export using this size

|Original size w |
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Export with this file Fformat

JPEG File Interchange Format (* vI\]

Orllnal File: Format

TIFF Tag Image File Format {*.LiF)
GIF Graphics Interchange Format (%, qif)
Windows Bitmap (*.bmp)

Ex PNG F‘ortable Mekwork, Graphlcs Fu:urmat (*.png)

Export using this size

Criginal size w |

Criginal size
Document - Large (1024 x 768 px)
Document - Small (800 x 600 px)
‘Web - Large (540 = 430 oo

“Web - Small (445 x 336 px)

E-mail - Large {31¢ x 235px}
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Microsoft Office Picture Manager continued . ..

Picture Editing

Can be activated using the Drop Down Men or Edit Pictures Task Pane.

Using the Task Pane makes

is easier for students to make changes to images because it provides instructions on how to apply

the tool to the picture.
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For example in the Crop Task Panel:

The Crop Feature’s Aspect Ratio has a
drop down list which can be applied to
a picture. Picture modifications are
similar to many online photo publishing
programs. Also, Picture dimensions
can highlight how to reduce overall
pixel size.

Crop v ®

1 files selected

Crop settings

Crop handles . .
Compress Pictures is

another way to reduce file

Left: |0

Right: |0 [§ pixels size. Notice how the original
Top: |28 5] pixels file size in this example goes
Bokkom: |27 < | pixels from 15.2 KB to 100 KB

Picture dimensions

Criginal: 225 x 225 pixels
Mew: 225 x 169 pixels

 Edit Pictures
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1 files selected
Correct pictures automatically

To automatically carrect calar and
brightness for the selected pictures,
click. Auto Correct,

Auto Correct

Edit using these tools

u Brightness and Conkrast

& color
.|:" Crap

{8; Rotate and Flip
3 Red Eve Remowval

Change picture size
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1 files selected

Compress pictures settings

Compress pickures For smaller File size
and Faster loading.

Compress For:
() Don't compress

(#) Docurments
(i web pages[%

() E-mail messages

Description:
Intended For pictures to be used in
documents. Mot inkended For phoko
quality prinking.

all pickures will be saved to a
compressed File Format and resized
ko Fik within a window of 1024 x 768

pixels,

Estimated total size

Criginal:

Compressed:

15.2 KE
100 KB




Microsoft Office Picture Manager continued . ..

Resize Task Panel:

| §|Resize [, hal | b4

a3
Other Task Panes

calculations for different purposes.

1 files selected

Resize settings
Make picture Fit inside:
(®) Criginal size
() Predefined width = height:

- (%) Predefined width = height:
) Custom width x height: Docurment - Large {1024 x 76w
= = o Bocimont - | aree (17 p
pixels Ciocument - Small (800 x 600 pid

Weh - Large (640 x 480 px)
web - small {443 x 336 px)
E-mail - Large (314 » 235 px)
E-mail - Small {160 160 px)

() Percentage of original width x
height:
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Size setting summary

Original size: 225 x 225 pixels
Mew size: 225 x 225 pixels

|25 Back to Edit Pictures

Renaming Task Panel:

Pictures can be renamed and automatically numbered using this feature.

e First select all the pictures you want renamed, and then activate
the Rename Task Pane.

e The numbering can be applied to the beginning of the filename or
end.

¢ The Preview located at the bottom shows what will happen to
your original pictures.

Here is another way to change the size of a picture using predefined

: Rename

3 files selected

Rename pictures [%
File name:
candiedapplies
(#) Replace existing filz name
(") Precede existing file name

(" Follow existing file name

Automatic numbering
Add sequential numbers
Mumber of digits:

1 8
Start numbering at:
1 e
w
Display in this position:
(") Beginning of the file name

(3 End of the file name

Preview

candiedapplies1
candiedappliesz
candiedapplies3




