REDUCING THE FILE SIZE OF IMAGES
EDITING PHOTOGRAPHS IN 

MICROSOFT OFFICE PICTURE MANAGER

The larger the file size, the longer the download.  A general rule of thumb is to limit the size of all images on a webpage to well under 100 kilobytes, particularly if you have any “customers” with dial-up connections.
Reducing the dimensions of an image does NOT reduce the size of the image’s file.  Cropping an image in Word or PowerPoint does NOT reduce the file’s size, which we’ll call its weight.  Although cropping in FrontPage does reduce the file’s weight, you will find it more convenient to crop and re-size in an image editing application like Paint Shop Pro.  If you do not have a good image-editing program, you can use several free programs for these two essential steps:  cropping and re-sizing.  In Office 2003 and XP, Picture Manager (or Photo Editor) will handle these basic image-editing tasks.  In the various image-editing programs, the editing concepts are the same; the procedures are similar.
To open Picture Manager, you have two options:
Option 1
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Open the application, find the file, and open the file go to the Start Menu and click All Programs | Microsoft Office | Microsoft Office Tools | Microsoft Office Picture Manager.
Locate and open the picture.  (If the picture is in the My Pictures folder (with nicely organized sub-folders), location should not be a difficult task.)

Option 2
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Locate the file (in the My Pictures folder?) and rightclick it.  Point to Open With.  A list of applications that can open image files will appear. Click Microsoft Office Picture Manager if it is in the list.  If not, click Choose Program.  If it does not appear in the next list, click Browse.  Locate the application in this approximate path: Program Files/Microsoft Office/Office 11/OIS.exe.  
After this application is opened, a shortcut will usually appear on the Start Menu for a while.
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After the picture is opened in the application, save the file with a recognizable name; this will be your working copy.  You will also want to develop a system for saving files as you try different editing procedures.  Click Edit Pictures.







After cropping, this picture has gone from 5, 130 KB to 2,337—still much too big for a website, so the final step is to resize the file. 










After ALL other editing is completed, click Resize.





2.  If you want to display several pictures in a row, they should be the same height, so select the custom width and height option.  I generally restrict the sizes of my website pictures to 300 pixels high.  If you specify the height, don’t put anything in the width box (and vice versa), and don’t be concerned about the other number that appears; just look at the bottom numbers.





3.  You can also reduce the file’s size by percentage.








Crop as much of the non-essential parts of the picture as possible (while maintaining the aesthetics of the photograph, such as invisible margin and balance).  If a picture is to be framed, you will need to leave more margin space.





The first essential step is cropping.





RE-SIZING AN IMAGE





Click a pre-set size if you want a hardcopy. If you want both a hardcopy and a website file, you will need to save two separate files.  











In the Resize options, note the original size of this particular picture (straight from my high-resolution digital camera): 3,072 pixels wide and 2,048 pixels high.  This file “weighs” 5 MB! 








Back arrow





There are three different ways to reduce the size of your file.





1. If you want to display a single picture, you can use the quick reduction procedure in the predefined drop-down box.  Select the small size for the web.  (The new size isn’t the same as because of the ratio restrictions—don’t worry about it!)  The “weight” of the file is now 126 KB.











CROPPING AN IMAGE








1starke\classes\webconst\image-edit1.doc
Page 1 of 3

