
If you’re sharing images via email or the web, you won’t need high 
resolution images. Use Photoshop Elements to lower the file size and 
resolution of your images. 
 
You can modify one image at a time or a whole folder full of images. 
 
Modifying One Image 
 

1. Open Adobe Photoshop.  

2. Open your picture. 

3. Changing the Size:  

 Go to Image. 

 Click on Resize. 

 Click on Image Size. A new window 
appears. 

 Change the Width or the Height. 
(Changing one will change the 
other.) If it’s for the web, enter a 
smaller number . . . with the 
sample from the right, 542 was the 
original, but it’s been changed to 
100.  

 Check the Resolution. It should be 
set at 72 for the web, but can be 
higher if you’ll be printing. 

4. Changing the Format:  

 Go to File. 

 Click on Save for Web. 

 A new window 
appears. Select the 
format you’d like to 
use. Generally, 
JPEG works well for 
photos and GIF 
works well for 
images with limited 
colors. Either format 
will work on your 
web page. 

 Click OK. 

 Find the spot where 
you’d like to save 
the file.  

 



Modifying More than One File 

1. Once you’ve downloaded your images into one folder, open Photoshop. (If 
you’re at the welcome screen, select 
Edit and Enhance Photos.)  

2. Go to File.  

3. Select Process Multiple Files. A new 
window appears. You’ll need to look at 
five sections of that window. 

4. Source: Select the source folder--
where you saved your images. 

5. Destination: If you don’t need the 
original files, you can select Same as 
Source. OR, to preserve your 
originals, click Browse and create a 
new destination folder and/or be sure 
to check Rename Files. 

6. Rename Files: Photoshop will 
automatically rename files, preserving 
your originals. Check the box for 
Rename Files. 

Photoshop will automatically add a 
“suffix” to your original file name. You 
can choose one from their list or enter 
your own. 

7. Image Size: First check the measurement units for width and height. Your 
numbers will be very different for pixels as compared to inches. Change the 
width to suit your needs. Height will change automatically.  

If you’re printing the picture, 150 dpi will be fine in many cases. If the 
image is going on the web or just being shared via email, you can change 
the resolution to 72 dpi. 

8. File Type: Select JPEG or GIF. 

9. Click OK. 

10. The computer will take a short time and process your files. 

11. If you selected Rename Files, you’ll have your originals. The new versions 
will have the file names + whatever you selected. 

If you no longer need your large images, please delete them. If you need to save 
them, use a CD or flash drive for long-term storage. 
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