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Microsoft Office Picture Manager 

 First open the program 

o Start > All Programs > Microsoft Office > Microsoft Office 

Tools > Microsoft Office Picture Manager. 

o If you click on the Picture Manager Icon  you can drag it 

to the start menu so that it is easier to access in future.  

 

 

 

 

 Select a picture file.  By default, Microsoft Office stores photos in 

the ‘My Pictures” folder. 

 To access in the library, select ‘Add Picture Shortcut’ > ‘P: 

Public on Server’ > select the folder with your name on it and 

click Add. 

  

  

 Your selected picture will now appear in the middle of the 

screen. You can adjust the viewing size of the picture by using 

the zoom arrows at the bottom right.   

 

 

 

 

 To adjust the actual image size you will need to select ‘Picture’ (in the menu bar at the 

top of the page) > Resize. 

 It is best to try to stick to the predefined width & heights. 

 There is an explanation of image sizing (PPI, DPI, and megapixels) at the end of the 

manual. 

http://www.google.ca/imgres?q=picture+manager+icon&hl=en&biw=942&bih=814&gbv=2&tbm=isch&tbnid=u6Lb60PSSBNqiM:&imgrefurl=http://www.iconarchive.com/tag/sales-manager&docid=uTQ6cWJB1uM25M&imgurl=http://icons.iconarchive.com/icons/benjigarner/softdimension/128/Picture-Manager-icon.png&w=128&h=128&ei=SZWhToTgIfTJsQLbm5GQBQ&zoom=1


 You can rotate the picture by clicking the arrows in the 

direction you want it to go. 

 

 Once the picture is facing the right direction, click ‘edit 

pictures’ 

  

 

Once you’ve clicked ‘edit pictures’ you will see the editing options 

on the right. Each of these drastically alters your picture and we 

will show you more about the functions of each. 

  

 

 

 

 The auto correct button 

will automatically fix the picture. Unfortunately this is not always the best option. It can 

sometimes mess with the colors, make something too dark, etc. Try clicking the ‘auto 

correct’ button to see what it does with the picture. You 

can always undo  its effects.  

 

 To alter the brightness and contrast of the picture 

click on the ‘brightness and contrast’ option to go to the 

menu as shown on the right. Try using auto correct for 

brightness, or you can also change the settings 

individually by adjusting the arrow on the scale. 

  

 At the top of the menu there is a small green 

arrow that will take you back to the main editing 

options. 

  



 Now alter the color of the picture. Go to the 

main menu, click on ‘color’ to get the ‘Color 

enhancement’ menu. There isn’t a black and 

white option but if you want to make it black 

and white all you have to do is change the 

saturation to -100. 

 Go back to the main menu. You will see the 

other options such as ‘crop’ ‘rotate and flip’ 

and ‘red eye removal’ Each of these options 

has similar settings that allow you to alter 

each aspect of the photo.  

 Explore the options and test out how they affect your picture. 

 Now click on ‘compress pictures’ on the main menu. It will take you to the menu as 

shown to the left. When you compress a picture you re-size it so that it is easier to send or 

view in other formats and settings. When you are emailing a photo, putting it in a document, or 

displaying it on a webpage adjusting the size makes it easier (or possible) to load to that 

format. Each selection will give you a description of what it is for. 

  

 Go back to the main menu again and click on resize. This can 

be used to set a specific width and height. You can choose from a 

set of predefined measurements or you can input your own. 

  

 

 

 

 

 



Cropping 

 Select Crop in the Edit Pictures menu. 

 Once Crop is selected there will be black markers at the corners and on each 

side of the image. Click and drag any of the markers to select the area of the 

picture that you want to keep.  Once the image is framed the way you like it, click 

on OK. 

 

 

 

Red Eye Removal 

 Select Red Eye Removal in the Edit Pictures Menu 

 Click all the red eyes you want to fix.  

 If you want to clear the eye marker, click on Reset Selected 
Eyes. 

 When you are ready to make the correction, click on OK. 

 



Whether scanning a document or choosing a digital camera, many people are confused about how many pixels they need 

in an image.  

First, it's important to understand a few terms that relate to image size and resolution--PPI, DPI< and Megapixels.  

Pixels per inch (ppi) - A measurement of image resolution that defines the size an image will print. The higher the ppi 
value, the better quality print you will get--but only up to a point. 300ppi is generally considered the point of diminishing 
returns when it comes to ink jet printing of digital photos.  

Dots per inch (dpi) - A measurement of printer resolution that defines how many dots of ink are placed on the page when 
the image is printed. Today's photo-quality ink jet printers have dpi resolution in the thousands (1200 to 4800 dpi) and will 
give you acceptable quality photo prints of images with 140-200 ppi resolution, and high quality prints of images with 200-
300 ppi resolution.  

Megapixels (MP) - One million pixels, though this number is often rounded when describing digital camera resolution.  

When determining how many pixels you need, it all boils down to how you will be using the photo and what size it will be 
printed. Here's a handy chart to guide you when determining how many pixels you will need for printing standard size 
photos on an ink jet printer or through an online printing service.  

5 MP = 2592 x 1944 pixels 
High Quality: 10 x 13 inches 
Acceptable Quality: 13 x 19 inches  

4 MP = 2272 x 1704 pixels 
High Quality: 9 x 12 inches 
Acceptable Quality: 12 x 16 inches  

3 MP = 2048 x 1536 pixels 
High Quality: 8 x 10 inches 
Acceptable Quality: 10 x 13 inches  

2 MP = 1600 x 1200 pixels 
High Quality: 4 x 6 inches, 5 x 7 inches 
Acceptable Quality: 8 x 10 inches  

Less than 2 MP 
Only suitable for on-screen viewing or wallet-size prints.  

Greater than 5 megapixels 
When you get beyond five megapixels, chances are you are a professional photographer using high-end equipment, and 
you should already have a handle on the concepts of image size and resolution.  

Megapixel Madness 
Digital camera manufacturers would like all customers to believe that higher megapixels is always better, but as you can 
see from the chart above, unless you have a large format ink jet printer, anything over 3 megapixels is more than most 
people will ever need.  

However, there are times when higher megapixels can come in handy. Higher megapixels can give amateur 
photographers the freedom to crop more aggressively when they can't get as close to a subject as they would like. But the 
trade-off to higher megapixels is larger files that will require more space in your camera memory and more disk storage 
space on your computer.  

 

http://graphicssoft.about.com/library/glossary/bldefppi.htm
http://graphicssoft.about.com/library/glossary/bldefdpi.htm
http://graphicssoft.about.com/library/glossary/bldefmegapixels.htm

