Edit and Print Pictures using Microsoft Office Picture Manager
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1. Right click on the picture.

File and Folder Tasks

Iﬂ Rename this file
@ Move this file
Copy this File
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¥ Delete this file

Preview 2. Scroll down to Open with>
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Copy

Choose Pragram, ..
Create Shorkout

Note: If this is not a choice then select Choose Program and locate under Program Files.

Click on Edit Picture in the top menu
bar.
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A menu of tools will appear on the right — i
side of the screen. Leies |

1 files selected

Correct pictures automatically

To automatically correct color and
ed pictures,

brightness for the select
click Auto Correct.

-Auto Correct

Edit using these tools

|| Brightness and Contrast
© color

o+ Crop

@ Rotate and Flip

Here you can rotate, crop and remove red
eye from the image.

You can also resize or compress the
image for emailing or web page as well.

13 Compress Pictures
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Screen shot of options for editing a picture.

Tvpe a question for help =

Type a question For help

: Compress Pictures v x

Edit Pictures

1 files selected

Compress pictures settings

1 files selected Caompress pickures For smaller file size

B B and Faster loading,
orrect pictures automatically

To automatically correct color and Compress For:

brightress for the selected pictures, (%) Don't compress

click &uto Correct, () Documents
(") Web pages

Auto Correct () E-mail messages
JEdit using these tools Description:
. Makes no changes to the File,
u Brightress and Contrast
& color

.p" Zrop
@: Ratake and Flip
" Fed Eve Removal

- . Estimated total size
IChange picture size
Original: 2,31 MB

o .
|4 Resize Compressed:

:_{ Compress Pictures

Compress Picture options

Printing Options- Very Nice Feature

To see all your printing options, click on Eile in the menu bar and choose Print.

& Photo Printing Wizard @

Welcome to the Photo Printing Wizard
The Photo Printing Wizard window will come
This wizard helps you format and print photographs from a digital up aS Shown On the Ieft.

camera ar scanner.

You can also use this wizard to print photographs or other types of
images directly from your computer.

Click Next.

To continue, click Mest.

[ Nest> |[ Cancel
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8 Photo Printing Wizard

Printing Options
Select the printer and paper pou want to uze.

“What printer do you want to uze?

Jocument Writer

Printing Freferences.

[ Frinting Preferences

Your prints will look best if you select the corect paper before printing. To select paper, click

Click on Printing Preferences

[ Irztall Printer... ] &% Microsoft XPS Document V

Layout | %P5 Documents

e | tew> ] [_tmea ]| Click OK.

Layout Selection
Select a layout from the choices below.

Avall yoults:

Under the Layout tab, you can
choose Portrait of Landscape.

Click on Next

Layout Selection

Print preview:

he the

3.5 x 5in. Prints \

b #de | 3.5 2 5in. cutout prints:
cropped and rotated to fit

/

Wallet prints:
Sisl sie s | cropped and rotated to fit
v
Number of times to use each picture: L- $

[ < Back ]Qexb ] [ Cancel ]

-

Choose the size you
want.

Example here: 3.5 X 5
Choose how many
pictures you want per

page (that will fit.)

Here | chose 4.

Click Next.
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It will bring up a window prompting you to save this as a mdi file.

You can rename it if you like. (The default comes up to Wallet Prints.mdi)

Then click Save.

Save As
Savein | (L) My Documents w 3
Y [CLimetwire
:3 )My Downloads
My Recent ui.IMY Music
Documents My Pictures
= [CSIMy Timeliner XE Docurnents
L% EMV Yideas
Desktop |i5haron
CS)Unzipped
. plans0001 . mdi
J plans.mdi
My Documents
-
3
kdy Camputer
File name:
"1} Save as type: Microzaft Document Imaging Farmat [~ mdi)
-
ky Metwork
Wiew Docurment Image

You will now have this file
if you ever want to print
this picture again.

w Save
“ Cancel

Pictures will automatically print.

8l Photo Printing Wizard

Please Wait
The wizard iz zending your pictures to the printer.

3

Frinting page 1 of 1...

Lancel Printing

[ Cancel |

8l Photo Printing Wizard

Completing the Photo Printing
Wizard

Y'ou have successiully printed your pictures,

To close this wizard, click Finish.

<Back || Finish |[ Cancel

Click Finish
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