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Using Picture Manager to Open and Edit Pictures on Dell/Windows XP Computers
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III. Other editing tools available in Office Picture Manager include:
· Brightness and contrast   Allows you to adjust the difference between light and dark tones. You can use this feature to correct pictures that appear too light or too dark. 
· Color   Allows you to adjust the hue and saturation. You can use this feature to correct pictures with colors that are tinted or dull.. 
· Rotate and Flip   Allows you to rotate pictures or flip them on the current axis of the picture. You can use this feature to correct pictures that you have taken sideways for a portrait orientation. 
· Resize   Allows you to change the dimensions of a picture. You can use this feature to enlarge a picture for printing or reduce it to send in e-mail messages or share on the Internet. 
IV. To Resize Multiple Photos at One Time:

This process will allow you to take photos from one file, save them at a smaller size, and place the smaller sized photos in a NEW location. Thus leaving your original photos unchanged… 

1. Open Microsoft Office Picture Manager (Left click on start / all programs / Microsoft Office / Microsoft Office Tools / Microsoft Office Picture Manager)
2. Click on Add picture Shortcuts and navigate to your photos. Click on the first photo and hold down your shift key and click on the last photo to select the photos.
3. Click on File then Export
4. On the right side of the screen choose a New Location (very important so that you don’t overwrite your original photos) by clicking on Export Selected Files To… and browse to where you want the newly resized photos stored. – I would create a new folder for the exported photos to be saved. 
5. Under Export Files Using This Size… Use the drop down box to select the size of the photos to be “Document Small – 800 x 600”
6. That’s it. You now have changed all of the photo sizes so that the file size will be much smaller! Now, open Photo Story and begin! 
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I. Open picture files on your computer by: 


Right-click the picture


Choose Open With


Choose Microsoft Office Picture Manager





(You can also right click on pictures sent to you as an attachment through email.)





Open ALL picture files using the Right-click and Open with method to view attachments correctly.








II. To crop a picture, choose Edit Picture and then choose Crop.


Sizing or cropping handles now appear on the edges of the picture.  Using the mouse, drag the handles to crop out unwanted picture background areas.  Click the OK button to save your picture changes.





To remove Red Eye, choose Edit Picture and then choose Red Eye Removal.  Use the mouse to position the center of the “target” that is now your mouse pointer to click over the red on the eye and then click.  Repeat for each red eye.  Click the OK button to save your picture changes.











