Easy Optimizing Pictures for the Web using Microsoft Office Picture Manager
If you have Microsoft Office installed on your computer then chances are pretty good that you have Microsoft Office Picture Manager installed along with it.  (Mine is in the Microsoft Office Tools Folder within the Microsoft Office folder through All Programs on the Start Button)  This program provides an easy way for non technical types to appropriately format digital pictures for use on your web site.  Even for the technical types among us it provides a fast and easy way to optimize a picture when advanced tools are not required.

To use this feature:

Open up a picture file in Microsoft Office Picture Manager.  

If you double click one of your picture files and it opens in another program (and you have Microsoft Office Picture Manager installed) you can right click on the picture file and use the Open With option to choose Microsoft Office Picture Manager as the program to open the file with.  (Using the Choose Program line will give you the option to always open files of this type with this program.  That is what I set mine to but you make your own decision)

Once the file is open:

Click on the edit pictures button on the file menu

Brightness and Contrast

I usually try the auto correct button to see if it improves the exposure.  If I don’t like it I just click on the undo key.

For more control over the exposure you can play with the brightness and contrast controls under that option.  I find that when I brighten a picture I have to increase the contrast as well.  Experimenting with the midtone adjustment afterward can sometimes improve it further.  Remember, if you don’t like what you get – undo key.
After finishing adjusting the exposure click on Back to Edit Pictures on the Bottom.

Color

Minor improvements in the color of pictures can be used using this tool.  It’s harder to do a good job with this. (I usually skip this tool)

Crop

Almost every picture I take can be improved, at least a little, by judicious cropping.  Just drag the handles to where you want them and click OK.  If you don’t like it – Undo.

Rotate and Flip

This tool can be helpful if the picture orientation is the wrong way or if you want to reverse the picture from left to right (be careful when you have text!)

Red Eye Removal

This is a basic but effective tool for just what it says.  Position the tool over the affected area(s) and click OK.

Change Picture Size

These two tools are the most critical when optimizing pictures for the web.  Most digital cameras take HUGE pictures these days.  Great for printing enlargements and posters.  Wonderful for getting lots of detail so that we can play in Photoshop.  The resultant pictures are usually way too big for a website (unless you want to have people download them and print them).  Making the picture the appropriate size and resolution for your website will save room on your server and make the download time and performance of your site faster.  Remember, some people still use dial-up!

Resize
When you open this tool it shows the size of your file in pixels.  You can use the predefined sizes that give a description of the picture size or, I find that the percentage option works well for me since I usually have a target size in mind.  Once you have the picture to a size close to what you want on your website click OK.
Compress Pictures

This is the easiest and perhaps the most important step.  Note the file size at the bottom.  Choose Web Pages and see what the new file size will be!  Click OK

Close the Edit Pictures Window.

If you are satisfied with your effort save the file WITH A NEW NAME.  Saving with a new name will preserve your original in case you want to go back to the original for some other purpose sometime.

When you need to process a lot of pictures the batch processing in Photoshop or Photoshop Elements does a great job of cutting them down to size.
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