Steps to Compress image using Microsoft Picture Manager

1. Open Image Using Picture Manager
a. Right Click Image. Open With Microsoft Office Picture Manager.
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3. Click Compress Picture present in right panel to go to compress picture area.
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pictures, click Auto Correct,
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4. Once you click compress pictures button. You will notice that the area has been changed which
contains your current document size and compressed size. Select “Compress for” as
“Document* for your Marks Cards and certificate
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Compress pictures settings

Compress pictures For smaller file size
and Faster loading.

Compress for;

() Daon't compress ' Compress
(%) Documents Type
() web pages

() E-mail messages

Description:
Intended for pictures to be used in
documents, Mok inkended for photo
quality prinking.

All pictures will be saved to a
compressed file format and resized
to fit within & window of 1024 = 768
pixels.
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5. Press Ok to compress your picture. And Save to save your picture with current Compress size.




Cropping Picture
1. Open Picture in Microsoft Picture Manager and click edit.
2. Select Crop.
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brightness For the selecked
pictures, click Auto Correct,
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3. Assoon as you select crop you will notice that border of image has changed and some
Cropping Point will appear. Click and Drag those points to Crop your image.
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