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Using Microsoft Office Picture Manager to Resize
Images (PC Users only)

Before you start resizing images, you should note that when you resize images,
you will permanently lose detail in the file. Resizing means permanently reducing
file sizes by resampling, not just temporarily changing the displayed size of the
image. If you save a resized file under the same name as the original, you can
never get the detail back.

However saving the file with a new name means the old file will remain
unchanged and you can go back to it if necessary. To prevent accidental loss of
the original, a good practice is to store original files in one folder (directory) and
put a copy of the file into a working folder for the resize operation.

Resizing Pictures

1. Open Microsoft Office Picture Manager by going to your Start menu and
selecting the following items: Programs — Microsoft Office — Microsoft
Office Tools — Microsoft Office Picture Manager
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2. When the program opens, click the blue link for Add Picture
Shortcut .

3. Find the location of the folder where you have stored the picture(s) that you
want to edit.



4. Click the Add button.

5. You will see the folder listed beneath My Picture Shortcuts in the left column.
6. Click on the folder name, which will show all the pictures stored in that folder in

the middle column. Select the Folder

7. Double click on the picture that you want to edit. The picture will be Displayed
in the middle column.
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8. Click the Edit Pictures button. Click here
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9. The Edit Pictures menu will open in the right column.
10. Click the Resize link in the Edit Pictures menu.
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11. The right menu will become the Resize menu.
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12. You can see the original size of your image beneath Size setting
summary . In this example, the original image size is 3648 x 2736 pixels.
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13. You can change the size of the image now selecting an option at the Resize
Settings Menu Bar. Please, mark the third option: Percentage of original width
x height — This option allows you to adjust the size of the picture by making it a

certain percentage of the original picture.
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For Digital Photography and Digital Visual Arts Par ticipants are required to
Submit:

Technical Specifications for Images Created Using a Digital Camera :

Image pixel size camera setting: Minimum 1200 x 1800 / Maximum of
1800 x 2700.
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14 When you finish making your size adjustment selection, (Minimum 1200 x
1800 / Maximum of 1800 x 2700) click the OK button.

New Size

15. If the picture is not the correct size, repeat steps 8-14 until you are satisfied
with the size of the picture.



16. When you are finished, select File — Save As from the menu.
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17. Name the file, select the needed location, and click the Save button.

18. Now, you are ready to upload your image.

Thank You



