
Cropping Photos
Have you ever tried to place a photo into your layout only to have it squash or stretch? The solution is to 
crop the image to the exact dimension. But what if you don’t have Photoshop? No worries!

Pixlr. This online app is the answer to your problems. 
You can upload your image, crop it to the dimensions 
you need, save, and insert into your layout. 

1. Identify the photo you want to crop.

2. Go to pixlr.com and select Pixlr Editor 
from the options (Example 1).
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Example 1.

Example 2.

Example 3.

3. Assuming the image is on your desktop, 
select ‘Open image from computer’ on the 
next screen (Example 2) and choose the 
image you want to use in your layout.

4. Next, open the template file you want to use 
and select the box where you plan to place 
the image (Example 3). In the upper right 
corner, look at the size dimensions of the box. 
In this example, the height is 9.8" and the 
width is 7.75".
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5. You now need to convert your inches into 
pixels. You can use a free online site to help 
with the conversion: goo.gl/fyixP0. 
Our new dimensions are 941 px high by 744 px wide. 
Note: round up any decimal points

6. Go back to your Pixlr window.

Example 4.

Example 5.

Example 6.

7. Select the crop tool from the tool bar (upper 
left corner). In the upper left corner of the 
top menu bar, make sure constraint is set 
to ‘aspect ratio’ (use the pulldown menu). 
And enter your pixel dimensions into the 
appropriate boxes (Example 4). 

8. Click on the photo and drag. You’ll get a grid 
that you can move around your image to get 
the proper selection (Example 5). Double click 
to crop.

9. In the black menu bar at the top, click on 
‘File’ and scroll down to ‘Save’. In the pop-
up window (Example 6), give your photo a 
name, and choose the output format. If you’re 
doing something for print, you can choose 
PNG (which means your image won’t be 
compressed and will have all of its data) or 
JPG. If you choose JPG, make sure you slide 
the quality bar all the way to 100. Hit ‘OK’.
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10. Now you can insert your cropped image into your 
layout. Right click on the image box and select 
‘Format Shape’ from the menu. In the pop-up window, 
select the ‘Picture or Texture’ tab at the top and then 
‘Choose Picture’. Select the photo you cropped from 
your computer and hit ‘OK’. See before and after 
photos to the right.

11. Call it a day.

Alternate: I have been told that PC computers come with 
an application called ‘Paint’. This can also be used to crop 
photos, but I have no experience with it and can’t confirm 
that you can control the dimensions. Here are steps I found 
online for cropping photos using the app:

1. Open Paint by clicking the Start button Picture of 
the Start button, clicking ‘All Programs’, clicking 
‘Accessories’, and then clicking ‘Paint’.

2. Click the ‘Paint’ button, click ‘Open’, click the picture you 
want to crop, and then click ‘Open’.

3. On the ‘Home’ tab, in the ‘Image’ group, click ‘Select’.

4. Click and drag to select the element you want to keep in 
the picture, and then click ‘Crop’.

5. Click the ‘Paint’ button, point to ‘Save as’, and then click 
the picture file type for the cropped picture.

6. Type a new file name in the ‘File name’ box, and then 
click ‘Save’.

Questions? Comments? 
Email Kim Brown at brown.3384@osu.edu.

Before: Incorrect placement of image. Photo is stretched vertically.

After: Correct placement of image. Photo’s aspect ratio has been 
maintained.


