Features of Graphics Programs

Below is a summary of what can be achieved using some of the graphics programs available to you.

	
	Save as image
	Crop
	Brightness/Contrast
	Resize
	WordArt
	ClipArt
	Freehand drawing
	Geometric drawing
	Special Effects
	Transparent Colour
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Now that you have worked through a few examples of what can be achieved when you use these three programs together, I am now going to list all of the functions of the programs and briefly describe a best method.  Use this sheet as reference material for future projects.

	Begin application

	Word:
	Click Start->All Programs->Microsoft Word

	Photo Editor:
	Click Start->All Programs->Microsoft Office Tools->Photo Editor

	Paint:
	Click Start->All Programs->Accessories->Paint


	Begin a new sheet of paper

	Word:
	Click File->New->Blank Document

Remember that you cannot save a sheet of paper as an image – you should only use word to find Clipart and make WordArt

	Photo Editor:
	Click File->New

Ensure size is large enough by cm or pixels

(800x600pixels fills a med-res monitor)

Click OK

	Paint:
	Click File->New


	Save image to file

	Word:
	not possible

	Photo Editor and Paint:
	Click File->Save As

Specify location and filename

Change type to JPEG (to save disk space)


	Crop

	Word:
	Highlight picture

If picture toolbar is not present, click View->Toolbars->Picture

Click crop tool 
[image: image1.png]


 and drag the sides of the image in using the handles

Word does not crop very accurately at all

	Photo Editor:
	Click the selection tool [image: image2.png]



Click and drag an area around the bit you want to keep

Click Image->Crop->Ok

	Paint:
	Bit more tricky….

Click the selection tool

Click and drag an area around the bit you want to keep

Click on this area and hold the mouse button down

Drag the selection into the top left-hand corner

Follow the instructions lower down for resizing the image (so that you end up chopping off the area that is unwanted)

Failing that save the image, open it up in photo editor and crop it there


	Brightness and Contrast

	Photo Editor:
	Click Image->Balance

Adjust slider handles

Click Ok


	Resize

	Word:
	Click on WordArt or Clipart

Use the selection handles to drag the picture to a new size

	Photo Editor:
	Click Image->Resize

Either set percentages for height and width

OR set unit drop-down box to either cm or pixels then adjust measurements for height and width

Click Ok

Recommendation: 800x600 pixels is full-screen size, so be careful of how large you make your image

	Paint:
	Click Image->Stretch/Skew

Enter a percentage for width and height

Click Ok


	WordArt and ClipArt

	Word:
	Click Insert->Picture

Click either WordArt or Clipart

Seek tutor or workbook guidance from here if you become lost


	Freehand drawing

	Paint:
	Click on a tool on the left-hand side

Pick a colour from the bottom left hand corner

Click on the paper and hold the button down and move the mouse around

Experiment!


	Freehand drawing

	Paint:
	Click on a tool on the left-hand side

Pick a colour from the bottom left hand corner

Click on the paper and hold the button down and move the mouse around

Experiment!


	Geometric drawing

	Word:
	Ensure the drawing toolbar is active at the bottom of the screen

If it is not, click View->Toolbars->Drawing

	Paint:
	Click on a shape-tool on a the left-hand side

Pick a colour from the bottom left hand corner

Click and hold the mouse button on the paper to drag-out a shape, then release the mouse button

Experiment!


	Special Effects

	Photo Editor:
	Select an area of the image using the selection tool (this is optional)

Click Effects

Look at the menu and click on something that sounds interesting

Change some settings in the window that pops up

Click Ok and see what happens

Click undo and repeat the process to work out what you did!


	Set Transparent Colour

	Photo Editor:
	Click Tools->Set Transparent Colour

Click on a colour on your image

Adjust the colour similarity effect slider bar

Click ok

To practise this, there is an image called owl on the shared folder…by all means try to make the black oval around the owl transparent

Only files saved as a GIF file format will be able to have transparent colours
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