
 
 
 

Questions to Ask BEFORE Editing a Graphic 
 

1. Where do I plan to use the graphic will decide on what TYPE of the 
graphic 

a. Web 
b. Presentation 
c. Word Processing 

2. Where do I plan to place the graphic will decide on the SIZE of the 
graphic 

a. Full page 
b. Sized on a page 
c. Thumbnail 

3. Where will I get the graphic from will decide the SOURCE of the 
graphic 

a. The Web 
b. Scanner 
c. Digital Camera 

4. What changes the graphic needs will decide the EDITING tool 
a. Crop or resize 
b. Add text 
c. Merge graphics together 
d. Special affects & fun 

5. What are the tools available 
a. Photoshop 6.0 
b. PublishIt 
c. PhotoDraw 
d. ImageReady 
e. ETC….. 

6. Getting Started 
a. Creating a “Home” for your graphic files on your hard drive 
b. Use an graphic editing tool that meets your needs 
c. Understand where you use the graphic will determine how 

you SAVE the graphic in your editing tool. 
7. Lets Go Play…..

Graphic editing with Photodraw 



FUNDAMENTALS OF GRAPHICS 
Types of BITMAPPED Files: 

 
Windows bitmap 
 

NON-WEB 

.bmp, 

.rle, 

.dib 

Older format, very large files and not very 
flexible 

Windows Metafile .wmf Standard format for transferring line drawings 
between Windows applications 

Tagged image files 
format 

NON-WEB 

.tiff Most widely used, can be compressed or 
uncompressed; work will both platforms and 
is a standard in most software packages 

Graphic 
interchange format 
 
WEB – LINE DRAWINGS 

.gif Though not the most economical, is the most 
common graphics format found on the 
Internet. Not recommended for high-
resolution color output (photos) 
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WEB - PHOTOGRAPHS 

.jpeg Most widely used format for both print and 
Web publishing. Great compression rate, but 
looses quality with each resave. 

Portable network 
graphics 

WEB 

.png Alternative to GIF (because of cost); uses 
same format used only for Web. 

 
Source of Graphics 
  
Clipart Gallery:  These are images that come with MS products.  
Depending on what software you have loaded, will dedicate the 
amount of images you have available. These files are WMF therefore 
they do not always look or load nice via a Web page. 
 
From a File:  Images from a digital camera, a scanner, third part 
graphics, or the Web. Be careful not to become a “graphic junkie”. 
(See Stacey if you detect a problem ☺) 
 
Using a digital camera: See attachment 
 
Editing Graphics:  When you think of editing a graphic, the question 
to ask is “How Much”?  If you want to change the “contents” of an 
image, for example the color, you need a graphic editing piece of 
software such as Photoshop.  You could use Photoshop LE with is 
around $85. 
 
If you just want to change the dimension or crop the image, usually 
you can do that using the PICTURE toolbar that comes in the Office 
Suite 


