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Using Photoshop to resize images 
 

1. Open Adobe Photoshop.  
 

2. Create new.  
 

 
 

3. Enter your dimensions in the appropriate fields. 
 

 
 



 
 

 

UNIVERSITY COMMUNICATIONS 

DIGITAL STRATEGY TEAM 

Powers 161, Central Michigan University  

Mount Pleasant, Michigan 48859 

 
 

4. Select Create. 
 

 
 

5. File > Place embedded. 
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6. Select your file and click Place.  
 

 
 

7. Use the corner boxes to change the size of your image to fit your project space. Once it is to your 
liking, push the enter key. 
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8. Your image is now the size of your project space. 
 

 
 

9. To save your image, go to File > Export > Export As… 
 



 
 

 

UNIVERSITY COMMUNICATIONS 

DIGITAL STRATEGY TEAM 

Powers 161, Central Michigan University  

Mount Pleasant, Michigan 48859 

 
 

 
10. You do not need to change anything on this first screen. Verify that your image format is either 

.JPG or .PNG under File Settings. Click Export. 
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11. Update the name of the image file in the pop-up window. Click Save. Make sure you’ve saved your 

image in a place where you can easily access it, like a specific folder or on your desktop.  
 

 
 
 
 
 

 
12. Once the image has been resized, optimize it using ImageOptim or another program. 
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