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Customizing Images – The Basics 

Photos and other images may be quickly edited and customized in Word, Excel, PowerPoint 
or Outlook to suit specific needs.  
This is done through the Picture Tools Contextual Tab which provides all of the necessary 
tools. This tab becomes available when an image is selected within a word document. 

 
To insert a image, click on the Insert tab on the Ribbon

 
  
From the Illustrations Group, select Picture 

 
 
This will open a menu providing access to the picture files folder on the c: of the computer, 
from this menu, the image to be edited is chosen. Once the image is chosen, it will be 
inserted onto the screen and a new tab will be available on the ribbon, the Picture Tools 
contextual tab which contains the tools to edit the image. 

 
 
This tab contains 4 groups; Adjust, Image Styles, Arrange, and Size. 
 
1. Adjust                                                                           

 

 
From the Adjust Group, the following options are available: 
Remove Background.  
To remove the background or any selected area from an image, select the Remove 
Background icon, the area that is determined to be background becomes a bright pink. 
 
The Remove Background menu also appears, providing 
the options of Marking Areas to Keep or Marking Areas to 
remove to further edit the background area of the image.  
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When the background is sufficiently marked, move the mouse off of the image and click the 
mouse. The background should disappear.  

  
Original Image Image with background selected 

         

  
Image with Areas to Remove to marked. 

This process can be repeated and 
undone as necessary. 

Final image with background removed 

 
Corrections. 
Sharpens the detail of an image as well as allows for the change of brightness and contrast. 

Brightness & Contrast 

   
Darker Lighter Just Right 
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Sharpness 

   
Blurry Really Sharp Just Right 

 
Color 
Allows for the editing of images color saturation, tone/temperature, or to use a variety of 
color filters including sepia, black and white, as well as pinks, greens and blues, etc. 

Color Saturation 

    
100% (Original) 0% 200%  400%  

 
 

Color Tone/Temperature 

    
6500k (Original) 4700k 7200k 11200k 
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Color Filter 

    
Original Blue Green Pink 

 
Artistic Effects  
Allows for the alteration of the image with a variety of formats; pencil sketch, chalk drawing, 
or even give the image glowing edges and many more options. 

  
Original Marker 
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Original Texturizer 

 

  
Original Chalk Sketch 
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Original Pencil Sketch 

 

Original Glow Edges 

 
    
Compress 
Images can be compressed to improve the view on the 
selected medium, projector etc.  
Selecting Compress from the Adjust group opens the 
Compress Images menu which provides a choice of 
the quality of the image required for the medium to be 
used, ie. Print, Screen, Email, etc.  
 
 
 
Change Image 
Allows for the replace the image with the new image retaining the format and size of the one 
that it replaced 
 
Reset Image 
Removes all formatting from the image that has been edited 
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2. Picture Styles 
 

 
In the Picture Styles group of the Image Tools Contextual tab, there are a variety options 
fro change, including adding a border, changing the shape of the image, adding shadows, 
reflections, or even making the image look like it is on a tablet.  
 
To access the border and shape options, select the error on the bottom right corner of the 
Image Styles box.  
 
 A menu will open with a selection of borders and shapes available for the image. 

 
 
 
Image Border 
Allows for the addition of a customizable border around the image which a range of 
available thicknesses, colors, and may be a solid line or a dashed line. 
 
Image Effects 
Allows the addition of customizable effects for the image including; 
shaddow, reflection, bevel, glow, soft edges, and 3D rotation. 
 
These can be used to make images really pop (bevel & glow) 
 
 
Or 

 
 
Used to soften the image and change the focus of the image (a round frame 
and soft edges)icon 
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3. Arrange 

 
The arrange group allows control over where the image appears on the page and how it 
relates to the text arround it. 
 
Position 
Changes where the image sits in reference to the surrounding text 
 

 
The image maybe inline as seen above or the text may wrap around the image as seed 
below, this is further determined using the Wrap Text option from the Arrange Group. 
 
Sample text, sample text, and more sample text. Sample text, sample text, and more sample 
text. Sample text, sample text, and more sample text. Sample text, sample text, and more 
sample text. Sample text, sample text, and more sample text. Sample text, 
sample text, and more sample text. Sample text, sample text, and more 
sample text. Sample text, sample text, and more sample text. Sample text, 
sample text, and more sample text. Sample text, sample text, and more 
sample text. Sample text, sample text, and more sample text. Sample text, 
sample text, and more sample text. Sample text, sample text, and more 
sample text. Sample text, sample text, and more sample text. Sample text, 
sample text, and more sample text. Sample text, sample text, and more sample text. Sample 
text, sample text, and more sample text. Sample text, sample text, and more sample text. 
 
The Arrange group also allows for the shifting of the order of the images on the screen. 
Arranging images can be valuable because as images are imported, they tend to pile on top 
of eachother in the order of the newest on top and the oldest on the bottom. Using the move 
forward and backward options, the images may be arranged in a way that works for the 
project. For example, If the dog picture is chosen first, then the beachball then the beach 
image, the final project would end up with what is shown below. 
 
 

Dog + Beach Ball                                                             
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+ Beach    (The dog and the beach ball are behind the beach image) 
 
 
 
 
 
 
  
 
 
 
               
  
 

 

 

 

 

 

To arrange the image, select the image to be rearranged and choose from either the Bring 
forward or Send Behind options. In this case the Beach Image was sent to the back of the 3 
images using the Send to back option listed under the drop down arrow for Send Behind, and 
moved the dog and beach ball to where they are now.
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Contact KAIKWALK Training  

 
If you have any queries regarding training or other projects please click here to contact or send an email to 

info@kaikwalktraining.com 

 

The images can also be aligned to a margin (left or right, top or bottom) using Align or spread 
them out across a page as necessary,  one may also Rotate them into the desired position 
using these options in the Arrange Group. 
Once all of the items in the image collection are where they should be they can be frozen in 
place by selectin each image, holding down the control key, and selecting the Group option. 
 
4. Size 

 
The size group allows for the croppign of images, either manually or by cropping to a 
specific shape. 

Original Image Cropped Manually Cropped to Shape - Star 

 

  

Or, Set a specific image Size. 

 

 

 

mailto:info@kaikwalktraining.com?subject=question%20from%20QRC

