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MICROSOFT PHOTO EDITOR

Microsoft Photo Editor  is a program that comes with Microsoft Office (Word, PowerPoint, Excel, Access, Outlook). It can be used to view and modify images – clipart and/or pictures.

There are many parts to Microsoft Photo Editor, but for the purpose of this session we will only be covering a few of the tools.

1. Open Microsoft Photo Editor (START, PROGRAMS, MICROSOFT PHOTO EDITOR).
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Open the clipart or picture you want to work with (FILE, OPEN or click on the yellow file folder icon.
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Click on IMAGE in the Menu Bar.  The two tools we’ll use today are CROP and ROTATE.

TO ROTATE AN IMAGE: (rotating allows you to have the image oriented in the direction you want)

1. From the IMAGE menu list, click on ROTATE.
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The ROTATE box will appear.  Choose which way you want to rotate your image.

3. Click OK.

4. You should now see your image with the correct orientation.
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If you made a mistake and rotated in the wrong direction, click on the UNDO icon on the Menu Bar.  Then try again.

[image: image7.jpg]Shapen
Soften
Hegaiive
Despeckle
Posteize.
Edge.

Chak and Charcoal.
Emposs.

Graphic Pen.
Notepaper.
Watercolor
Stained Glass.
Stamp.

Testuizer




TO CROP AN IMAGE: (cropping allows you to choose the part of the image you want to work with)
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From the Menu Bar, click on the SELECT icon (looks like a square with dashed lines).  The icon will now be “depressed”.

2. Put your arrow in the upper LEFT corner of the area you want to select.

3. Click and drag the arrow to the bottom RIGHT corner of the area you want to select. Let go of the mouse button.  You now see the selected area framed with “marching ants” and boxes in each corner and in the middle of each side.

4. If you make a mistake, you can click away from the image and start over.  OR  you can use the  boxes to change the size of the selected area.

· To make the entire selected area bigger, click on one of the CORNER boxes (your arrow will now be a TWO-sided arrow.  Click and drag away from the selected area.

· To make the entire selected area smaller, click on one of the CORNER boxes (your arrow will now be a TWO-sided arrow.  Click and drag towards the middle of the selected area.

· To make the selected area taller or wider, use the corresponding box and click & drag to resize.

5. Once you have the area you want selected, click on IMAGE on the Menu Bar.

6. [image: image9.jpg]Stiength




Click on CROP.
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You’ll now see the CROP box.  The settings that you see are for the area you have already selected.  
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For our purposes, you don’t change anything.

9. Click OK.

TO MODIFY THE IMAGE: (used to make changes in the picture itself)

1. Click on EFFECTS in the Menu Bar.  You have many choices here to work with your image.
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For our purposes, we’ll look at SHARPEN and SOFTEN.  You can experiment with other effects when you have time.

3. SHARPEN: this tool is useful when you have an image that is slightly out of focus, or an area of the image that is slightly out of focus.   

· To sharpen the entire picture, click on EFFECTS, then SHARPEN.  
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To sharpen an area of the image, click on the SHARPEN icon on the Menu Bar.  Your arrow will now be a hand.  Click and drag the hand over the area you want to sharpen.  To change the size/shape of your Sharpen tool, RIGHT click once on the Sharpen icon.

4. SOFTEN: this tool is useful when you want to create a softer look for your image. 

· To soften, click on EFFECTS, then SOFTEN.  You’ll see a box – move the marker towards “Weak” or “Strong”.  When you click OK, you’ll see the changes on your image.  Remember…if you don’t like the changes, click the UNDO icon.

5. IMAGE BALANCE: this tool will allow you to change the “Brightness, Contrast, and Gamma” of your image.  When you move the marker in the Balance box, you’ll see the changes in your image behind.  If you don’t like the changes, click CANCEL.  

· Gamma changes the contrast in the dark areas of your image.

· If you want to change the Balance of only one color in your image, first choose the color you want to change and then make your changes.

ZOOM CONTROL:  To see your image  larger or smaller (in case you have a really small image you can hardly see, or a really large image that you can’t see all at once:


1. To make the entire image larger or smaller:

· Click on the ZOOM CONTROL icon in the Menu Bar.

· Choose the percentage of the image you’d like to view

2. To zoom only an area of the image:

· Click on the zoom icon on the Menu Bar

· Your arrow is now a magnifying lens.  Place the lens on the part of your image that you’d like to see closer up.

· Click the lens and your image is now magnified (look at the Zoom Control to see how much magnification you have.

· You can continue to magnify until you have reached 1600%.

· To get back to your previous size, click on the Zoom Control and choose your size.


SAVING YOUR IMAGE

1. Click  on FILE, SAVE AS.

2. The “Save As” box appears.

· Make sure you have selected the correct location for your image to be saved in; usually the floppy disk “A”, your home drive “H”, or the Common drive “K”.  If you aren’t sure where to save your work, check with your school ET.

· Type in a File Name for your image.  You may use spaces, letters, and numbers.  Do not use punctuation.

· Change the “Save as Type” to WINDOWS BITMAPS (*.bmp). This is very important, as Kid Pix will only recognize a bmp image.

3. Click on the SAVE button.

REMINDER: When you are saving an image that you have made changes to, save the image with a different name than the original image.  This way you keep your original and the copies of your works of art!
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