UNDERSTANDING THE BASIC CONCEPTS 
OF IMAGE-EDITING
GUIDELINES FOR MANAGING YOUR EDITED FILES FOR WEBSITE USE
1. Make a DUPLICATE of the original file and make all your changes in this duplicate.  The original file will then be your “backup.”  Devise a pattern of naming the duplicate and subsequent files as you make changes.* 
2.  If possible, do all your editing in an uncompressed format at a high resolution. Once you have re-sized or converted/compressed a file, your editing capabilities decrease.  Most images from a digital camera are jpg (compressed, at a moderate resolution) by default.
3.  Crop to remove unnecessary portions of the image.

4.  Edit the image (corrections, deletions, special effects). 
5.  Resize the image (only once).  If your first resize is not correct, don’t resize the resized image; undo the resize and try again.   
6.  Don’t increase/decrease an image’s size more than 25 percent if you want to avoid a loss of detail and sharpness. The ¼ rule seems to work.  If you scan an image, scan it as close as possible to your target size.
7.  Reduce the color depth if appropriate.   Sometimes this process significantly reduces the size of the file without significantly reducing the quality of the display on a website.
8.  Convert (if necessary) to an appropriate format.  Consider compression issues.
9.  Re-save the “final” file with a new name and delete the editing files.  Delete the original if you are SURE you won’t need it again.  If you’re not sure, burn it with the others in the folder to a CD/DVD.   Never upload it to a website!
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* Example of a naming pattern for editing digital photos
a.  Assume the original file name is IMG_1211.JPG.  By default, this file could be located in a folder labeled by date.  (My camera’s download default follows this pattern for folder names:  2006_05_04.)  You could keep the date name for the folder and add something descriptive to the name, like Suzie’s First Birthday - Originals.
b.  Save a duplicate of the file for editing in a folder named something like Suzie’s First Birthday – Edits.  Re-name both files specific to the subject:  suzie_birthday_06.jpg.  If the image will be used on a website, follow the rule No Caps, No Spaces.
c.   Name of first attempt at editing:  suzie_birthday_06_1.jpg.  Second attempt, suzie_birthday_06_2.jpg.  

d.   Re-name your final version to fit into your website pattern.  
FILE SIZE AND IMAGE SIZE
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There is a significant difference between the size of an image and the size of its file.  To reduce the size of the file itself (its weight), you should use an image-editing program; then you can reduce both the dimensions of the file image and the size of the file--its weight. 
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In this illustration, note the changes of file size for the image of the torch.  The original bitmap (uncompressed) file was changed to two different compressed formats:  jpg and gif. Each of these compressed images was then reduced to 300 pixels high.  The 10 KB gif file on the left is appropriate for a website or for this size in a printout.  To print the image in a poster, the bitmap would be a better choice.  NOTE:  Sometimes the gif format produces a smaller file; sometimes the jpg format produces a smaller file.  You will need to compare the quality and size of each format for an image.
Before you create a new image, think about how you will use it.  Will you print it?   Send it as an email attachment?  Display it on a website?  The purpose for the image should determine the image’s size, resolution, and color depth. If you want to print out quality images, you will need higher resolution and large files.  High quality images are not compressed.  If you want to do extensive editing on an image, do it in the original file.  If you want to send images via email or post them on a website, you need to know how to change your image format and compress it to control the size of your file.

COMPRESSION

Usually, photographs are compressed in the jpg format, and drawings are compressed in the gif format.  Each format has special uses.  The jpg format can display millions of colors, with several choices for quality, and the gif format can significantly reduce the number of colors in an image, from a maximum of 256 colors, to 16, to two colors.  Because reducing the number of colors reduces the size of the file, the gif format is frequently used when the display of many colors is unnecessary.  It is also used for simple animated images.  Another feature of a gif that is important on a website is its ability to display a transparent background.  

RESOLUTION
The resolution of an image--Don’t confuse this with screen resolution--is the number of pixels per inch (ppi) or pixels per centimeter. It is important to select an appropriate resolution. Too low a resolution causes pixilation--large pixels that produce coarse output. Too high a resolution adds to an image’s memory requirements without producing a proportional increase in its quality.  
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COLOR DEPTH
Color depth is the number of colors that a pixel can display in a specific image. Each pixel’s color information is stored in a certain number of computer bits—from 1 bit to 24 bits. In a 1-bit image, each pixel can display only one of two colors (black or white). Gif images contain up to 256 colors (8-bit depth).  In a jpg 24-bit image, each pixel can display one of 16 million colors.  
Many of Paint Shop Pro’s effect and correction commands work on 16 million color images only. Therefore, you should create and edit most images using 16 million colors. When you have finished working on the image, you can decrease its color depth.
FORMATS

The two major categories of image formats are raster and vector.   Other formats are combinations of these two types.
RASTER

The most common image format is the raster format.  A raster format breaks an image into a grid of squares called pixels (a coined word for picture elements) and then records the color information for each pixel.   The images created by “painting” applications (like Windows’ Paint) are raster images in the bmp (bitmap) format.  Tagged image files, called tif, have similar characteristics.  Photographs in the bmp and tif formats can be quite large.

The pixel format has advantages and disadvantages.  Raster images can be edited by changing the colors in individual pixels, but when enlarged, they usually display “jaggies”—the colored squares that make up the image.

If you have a digital camera or scanner, your software probably gives you compression options for jpg files.  To make smaller files, jpg and gif files are compressed through an algorithm that analyzes the similarities of colors in adjacent pixels and then “deletes” the less important colors.  Because of their smaller size and download time, these files are the primary formats for the Internet.  Although these formats are adequate for viewing on a computer monitor, they are not appropriate for quality printouts and are more difficult to edit.  Guidelines:  The larger the file, the better the quality of the picture; the larger the file, the longer the download.

VECTOR

Vector data is a collection of geometric shapes that combine to make an image, recorded as mathematical formulas. Vector data cannot reproduce photo-realistic images, but for other types of images it has two advantages over raster data: it is scaleable without the "jaggies" that come with resizing a bitmap, and it produces smaller files. The images created by the drawing tools in Office are vector images.  Most of the images in Microsoft’s Clip Gallery are wmf (windows metafile) images; meta files are based on vector images.  
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