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Paint — Reducing the Size of a Picture
I ntroduction

Microsoft WindowsPaint is a free program that everyone who h&%dows Vista or Windows 7 computer
can download and install on their computers. Itives one to create and edit pictures. One veryulisef
function of this program is to reduce the sizehef picture in a picture file. Often this is necegsahen one
wishes to attach a picture to an email message.

This instruction sheet describes how you can usdmt program to load a picture then reduce its size.

Starting up the Paint Program and L oading the Picture to be Reduced

Start up thdPaint program as follows.

1. Click on theWindows logo §l) at the bottom, left of the screen thenAhPrograms. Scroll to find
Accessories. Click on it and then oRaint.

2. Alternately, you can put a shortcut to ®&nt program on your desktop by doing the above but
instead of clicking ofPaint, right-click on it and then click on tt&&end to item in the dropdown menu
then click onDesktop. Then to start thBaint program at any time just double click on the shdrbon
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3. When thePaint program has loaded click on tRée button at the top, left (it shows &54) then
from the menu shown click d@pen. A new window will appear which will let you broedo find the
disk, folder and file for the picture you wish &xuce. Select the appropriate file to load it thie
Paint program. Thd?aint window will appear as shown above. If the pictsinews too large to fit on
the screen you can use the slide switch at thernottight corner to reduce the size of the picture
the display. (This does not actually reduce théupécsize in the file, though.)



Reducing the Size of the Picturein theFile
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Once a picture has been loaded from its file ihedPaint program its actual size (as -
stored in the file) can be changed as follows. b @puceringe @riet
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1. Click on theResize button at the top of the window in thmage section. A [Tt veser

2.

new window will appear as shown at the right.

Click onPixels. The horizontal and vertical current size of tietype will be
shown in pixels. e e
Click on theMaintain aspect ratio to check it so that any change in either thj ~~ e o
horizontal or vertical size will cause the otheckange to maintain the Widthl (o

to height ratio for the picture.

Click in the box for either the horizontal or vedl size to put the cursor [ oc J[ conet |
there. Then remove the current number and typledmésired new horizonta

size (width) or vertical size (height). Notice thiae other size changes so that the picture asptct
remains unchanged. A good size for a picture faaikimabout 500 pixels wide for a landscape
picture or high for a portrait picture.

Click on theOK button. The picture shown will change size. Itdtivor height will be the new value
typed above.
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Saving the Reduced Picturein a New File

1.

2.

To save the picture file with the new size clicktbaFile button §E54) then onSave as and then on
the type of file you wish to use to save the nesized picture (PNG, JPEG, BMP, GIF or other).
Normally you will use the JPEG format since all dpackages will handle that file format for
pictures.

A window will appear which displays the folder dfiids where the original picture was found. The
name of the original picture will appear in thiée name box. Normally you will NOT want to replace
the original file with the file of the resized pice. So change this name. (Perhaps you can sirtigky ¢
on the file name in the box to put the cursor pefore thejpg and type the lettesn — for small.

That is, a picture file with the nanmaypic.jpg will have the filenamenypicsm.jpg for the reduced
picture.)

Click on theSave button. The picture with the new size and newaarnl now be stored in a file in
the same folder as the original picture file.

If for some reason you wish the new file with tleduced picture to be in some other place in the
computer (such as on the desktop or some othegrjaiden in step 2 browse to find that location
before doing step 3.



