[bookmark: _GoBack]How to Crop and Compress Photographs

Note: Microsoft Office Picture Manager is the default picture software common in most American Spaces. If you are using different software, check the Help menu for instructions on how to crop and compress photos.
CROPPING PHOTOS
Crop photographs to cut out distracting backgrounds, focus on particular people or focus viewers on a particular part of the picture. Experiment with cropping to see what part of the picture really tells the story or draws your eye.
To crop a picture using Microsoft Office Picture Manager.  

1. Open your photo, by clicking on the file name.
2. On the toolbar above the photo, click on <Edit Pictures>.  
3. Then click on <Crop> in the right-hand editing menu.
4. Drag the black cropping handles so only the part of the photo you want to use is included.
5. Click <OK>.
6. [image: ]Save the file under a new name, so you have the original photo and the cropped version.



[image: ]
Original group photo above is cropped for an “American Gothic” look (right).

COMPRESSING PHOTOS AND DOCUMENTS:
It is always best to “compress” your files before you send them. Reports can be very large when pictures are included. Large reports take a long time to send via email and may be rejected when sent to listservs. You can reduce the size of a file two ways:
[image: ]FIRST METHOD
1. Before inserting a picture into a Word document or email.  Open the picture (it should automatically open in Microsoft Picture Manager) 
2. Click on <Edit Picture> 
3. Click on <Compress Pictures>
4. Choose a “Compress for: “ select  “Documents” or “Web pages” and click <OK>
5. Save the picture 
Now you can insert the smaller version into your document or email.


SECOND METHOD
If you already have a document (or PowerPoint presentation) with many large images/photos you can compress them all by doing the following:
1. Open the document and click on any image/photo in the document.
2. In the Word or PPT toolbar, under Picture Tools select <Format>
3. Click on <Compress Pictures>
4. In the pop-up box, select: Apply to “All Pictures in document” and click on <OK>
5. [image: ]Save the document under a new file name.
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