Crop, Contrast, Resize, Save: Using Photoshop to adjust employee photos.
Open photo to be edited in Photoshop.  Use the Rectangular Marquee Tool to outline a crop area by setting the Marquee Style to Fixed ratio  and set width to 480 and height to 640.

Crop

Click upper left and drag to lower right, center employee face, if it dosen’t look right, select the area again.  If it does look correct (see picture) then from the Image menu select crop.
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Contrast 

If the crop looks good, proceed to the Image menu and select Auto Contrast.  This corrects many exposure problems and increases definition of the image.
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Resize

For consistency, we have decided to set all the final jpg’s to be 480 pixels wide by 640 pixels high.

From the Image menu, select Image Size and set the pixel dimensions width to 480 and height to 640, then click OK.
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Double check the image to make sure it looks as expected.  If all is good, Open the file menu and click Save As.  Specify the save path if it is not alreredy correctly set.  Because we might have to use these for identification purposes, we want to preserve the image quality, so select Quality 10 in the following JPEG options box.  Click OK then close the file.
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