Exporting Photos with
Microsoft Picture Manager

This tutorial will show users how to re-size and rename a group of photos as one
batch using Microsoft Picture Manager.

1. Open Microsoft Picture Manager
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2. Make sure your Shortcuts panel is open on the left side. Click on
the shortcuts icon to show the panel if it's hidden.
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3. Click on the Add Picture Shortcuts. Then browse for the directory
or folder that contains the images you want to edit. Click Add
once you've found the directory or folder that contains your
images.
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4. Once you've added the shortcut to your folder, click on the folder
to see the pictures it contains. The “view” icons allow you to view
all the photos as thumbnails, view photos in a filmstrip format, or
view a single photo.

5. Select one of the images and click on the “View Single Photo”
icon.

6. A drop-down menu at the top shows the size the photo is being
displayed at as a percent. Click 100% to view the actual size of
the photo. You may choose “Fit Page” to let Picture Manager
control the display size of the photo. You may notice that Picture
Manager reduced the photo’s display size to 38%. This photo is
actually very large and will take up quite a bit of space.

7. Click the “Thumbnails” icon to view all photos again.

8. We are now going export all the pictures within this folder. In the
process we are going to reduce the size of all the pictures, change
their names, and place them in their own folder.



9. Click Control + A (ctrl + A) to select all the pictures in our folder. If
you'd like to exclude a picture click the picture you want to exclude
while holding your control key.

10. Then click Export Pictures that’s at the bottom of the task pane
on the right side. If you don’t see your task panel, click view then
Task Pane.

11. Since we are going to place copies of these edited folders in a
new location click off checkbox that states Original location. Then
click Browse to choose the location where you’d like the photos
stored.



12. After clicking Browse . Use the drop-down menu to select a
location for your photos. You may create a new folder for the
pictures by clicking the new folder icon. In my case, I'm send the

photos to my P-Drive, and I'm creating a new folder for them called
Teacher_Swap_Pix.

13. Then click Open

14. You will now see the new location listed at the top of the Task
Pane.



15. We are now going to rename every photo by clicking off the
original file names check box. Then click rename .

16. Make sure all your photos are selected. Click Control + A
simultaneously to select all the photos if they are not already
selected.

17. Type in a name you’d like added to all the pictures. I've typed
asb_swap

18. Because all of our pictures can’t have the same name, we are now
going to add a number that will follow asb_swap. I've chosen to
start the numbering at one and use two digits.

19. Click Return to Export when you're done.



20. We have the option to change the file format of each of the
pictures. | recommend using JPG. Since our pictures are already
jpg’s, we aren’t going to change the file format.

21. We are now going to reduce the size of our pictures. | am going to
chose one of the preset sizes, “Small Web.” This makes the
picture 448 by 336 pixels. You also have the option to reduce the
Image by a selected percentage. Click Resize to get more sizing
options.

22. Click Return to Export to get back to our task pane.

23. To make these changes to all of the selected photos, click OK.

24. Simply quit Microsoft Picture Manager when you'’re done.



