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PowerPoint Imaging for Digital References and Studies
By Francis Adams

Part V

If you are unable or do not wish to work with graphics programs to 
modify images, Microsoft PowerPoint is an option provided you 

already have basic images for your Digital Philatelic Study (DPS). 
PowerPoint has several functions to enhance graphics, but are by 
no means equivalent to those in fuller featured graphics programs. 
However, they will be useful if this is the only method you have.

Note: The following instructions were developed using a Ma-
cintosh version of PowerPoint. Menus in the Windows version may 
not be exactly the same, but the methods will be very similar.

Got Image?
Organization is always first. Put all images for your study into a sin-
gle folder and make a back-up copy of the folder before touchng the 
contents. When you’ve finished, you can begin working.

To modify an image, you must first get it onto a slide — it’s easy:
 1. Click the mouse pointer in the Content box on the slide.
 2. Choose Insert  ▶ Picture  ▶ ‘From File. (Fig. 1)
 3. Navigate to the folder holding your images.
 4. Select the desired image file. (Fig. 2)

Fig. 1 Find Image

 Fig. 2 Select Image

 5. Click Insert.
 6. Move the image to the desired position on the slide. (Fig. 3)

Fig. 3 Position Image

Note: Use a background image only on the title slide.

Photoshop Challenged?
Let’s pull up the PowerPoint tool palette for image modification. 
With this palette, we have the option to modify the chosen image 
with commands directly from the palette. (The same commands can 
be accessed from the main menu.) There are two identical images, 
the top one is for reference and the bottom one will be modified.

Options shown here are directly related to modifying an im-
age showing a philatelic item. Additional enhancements such as 
drawing lines, geometric shapes, watermarking, etc. for display 
purposes may be included in a future article. As to the sequence 
of the options being presented, I’m going through the options 
from top to bottom — there’s no other method to my madness.

The Formatting Palette
  1. Select View  ▶  Formatting Palette. (Fig. 4)

Fig. 4 Formatting Palette

Making an Image (Semi) Transparent
 1. Select the image.
 2. Choose the Fill and Line  ▶ Fill option.
 3. Change the Transparency setting number. The image be-

comes more transparent with higher numbers. (Fig. 5)
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Fig. 5 Transparency Setting

Outlining an Image
 1. Select the image.
 2. Choose the Fill and Line ▶ Line option.
 3. Change the Line Color box (to blue in this case). (Fig. 6)

Fig. 6 Line Color

 4. Change the Line Width box (to 3 pixels in this case). (Fig. 7)

Fig. 7 Line Width

 5. Change the ‘Line Type’ box (to dashed in this case). (Fig. 8)

Fig. 8 Line Type

Changing Image Size
 1. Select the image.
 2. Select the Size option.
 3. Change the Height or Width setting. (Fig. 9)

Fig. 9 Image Size

Note: If Aspect Ratio is not enabled, height and width will not 
change properly.

Rotating an Image by Degrees
 1. Select the image.
 2. Select the Size option.
 3. Change the Degree of Rotation setting. (Fig. 10)

Brightness and Contrast Adjustments
 1. Select the image.
 2. Select the Picture ▶ Color option.
 3. Change the Brightness setting to the desired level. (Fig. 11)
 4. Change the Contrast setting to the desired level. (Fig. 12)

Note: Adjust Brightness first for the “lightness” of the image. 
Adjusting Contrast will change the “blackness” setting and this 
should be done only after adjusting Brightness to get the best 
results. These manipulations may adversely affect the image’s 
true colors.

Continued on Page 8



8 The Philatelic Communicator

PowerPoint — Continued from Page 7

Fig. 10 Rotation by Degrees

Fig. 11 Brightness Setting

Fig. 12 Contrast Setting

Color Adjustment
 1. Select the image.
 2. Select the Color Adjustment option.
 3. The Color Adjustment window appears,
 4. Click on the Pre-sets to view the change. (Fig. 13)
 5. If desired, choose and adjust individual colors as desired.

Fig. 13 Color Adjustment

Changing from Color to Grayscale
 1. Select the image.
 2. Select the Image Control option.
 3. Select the Grayscale option. The image discards the color 

components and changes to grayscale. (Fig. 14)

Fig. 14 Grayscale

Artistic Image Effects
 1. Select the image.
 2. Select the Special Effects option.
 3. The Effects Gallery window appears.
 4. Select the desired effect to be applied to the image. (Fig. 15)

Fig. 15. Image Effects Window
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Applying a Shadow
 1. Select the image.
 2. Select the Special Effects ▶ Shadow option. (Fig. 16)

Fig. 16 Shadows

 3. Choose the Shadow Type and Orientation. (Fig. 17)

Fig. 17 Applied Shadow

Cropping an Image
 1. Select the image.
 2. Select the Crop Tool button.
 3. Lines and handles around the image appear.
 4. Dragging lines to a desired position will change the portion of 

the image displayed. (Fig. 18)

Conclusion
Newer versions of PowerPoint offer additional graphics tools, wa-
termarks and image compression being two of the more impor-
tant ones. Regardless of the level of the study, some image modi-
fication is required to complete a DPS and we hope the preceding 
information was helpful for those collectors believing that only 
professional graphic artists can work with images. That is not true 

— anyone can do this.
We’ll look at developing layouts and master templates for our 

DPS as our next area of interest. Watch for this article in the 
fourth quarter issue of The Philatelic Communicator.

Fig. 18 Cropping an Image
Thanks
My sincere thanks are extended to Alan Campbell and Richard 

Maisel for their continuing support in reviewing drafts of these 
articles and suggesting subjects for discussion.

Additional articles on digital philatelic references are: “Creat-
ing Digital References and Studies” (Philatelic Communica-
tor, Second Quarter 2007), “Planning Digital References and 
Studies” (Philatelic Communicator, Fourth Quarter 2007), 

“Formatting Digital References and Studies” (Philatelic Com-
municator, First Quarter 2008), and “Preparing Content for 
Digital References and Studies” (Philatelic Communicator, 
Second Quarter 2008). ✒
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