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Optimizing Images & Videos 
 
Who needs this? Content Editors 
 
This guide will help you make sure your images and videos are properly formatted for your 
content.  For information on uploading and linking media or images, see Uploading & Online 
File Management. 
 

Part 1: Sizing Images 
 
Before you put an image anywhere on your site, you need to consider the size of the original 
image.  An image may have to be re-sized to fit the space on the page you’ve designed (and to 
save server space!).  Photos straight off of a digital camera will be far too large for use on a 
website.  For example, here are some common off-the-camera image sizes (in pixels): 
 

3,072 x 2,048 3,520 x 2,344 3,072 x 2,304 
2,640 x 1,760 2,560 x 1,920 2,464 x 1,648 

 
The larger the size in pixels, the larger the image appears, and the more memory it takes up on 
the server.  Image dimensions for websites need to be in the hundreds of pixels, not in the 
thousands.  The size you should aim for during resizing depends on the layout of the page you 
intend to use the image on.  Here are some of our suggested standards: 
 

a) Single column pages – if you’re looking for a newspaper-style look, with the images 
beside and in line with the text, images that are half of the column width or less are best 
suited (300 pixels or less).  If you’re looking to use an image as wide as the page, it 
should be no wider than 600 pixels (for a standard CMS site width of 800 pixels, which 
applies to most sites). 

 
b) Multiple column pages – when working with multiple columns, any image you want to 

use should be a few pixels narrower than the width of the column you intend to place it 
in.  Column widths are variable, so a column will take on the width of any image you put 
in it, but you still need to size it accordingly. 

 
On the next page, you’ll see a graphic illustrating the suggested sizes for images intended for 
different page layouts and uses.  Keep in mind: there are templates available in the online editor 
that leave spots open for images.  These are handy, as they’ll give you an idea of how your 
content will look before you add the images.   
 
See “Formatting Starter Guide: Do’s and Don’ts” for more on templates. 
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How Do I Resize & Optimize My Images? 

 
Advanced users may have access to a program like Photoshop for manipulating images.  If 
you’re not one of these users, here are some simple software tools that can take care of all the 
basics. 
 
1. Windows Users 

 
There’s a program that comes with Microsoft Office called Picture 
Manager that can do all the basic manipulation you’ll need to get 
images ready for the web.   
 
Right-click on the image you’d like to change, and choose Open 
With -> Microsoft Office Picture Manager.  You’ll see your image 
displayed in the manager.  Go to the Picture menu, and you’ll see 
the options shown at right.  Clicking on any of these items will bring 
up a sidebar menu.  In general, you shouldn’t need most of them to 
get an image web-ready.  Described below are the ones that you’ll 
find most useful. 

 

 
 
 
 
 
 

Resize: This tool will allow you to size images appropriately 
for your site’s content.  Changing the percentage size is 
easiest – lower it until the New Size at the bottom is 
appropriate for your content.  The first number is width; since 
this will probably be your constraining dimension, use it as 
your guide.  You may also find the predetermined size settings 
useful (suggested sizes are Web – small and E-mail – large).  
Rest assured that they won’t change the aspect ratio of your 
image, simply make it fit inside the size you choose.  Once you 
make a change to the size of an image, the sidebar will show 
you what the resolution will be after you apply the change. 
Click OK to accept the changes. 
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Brightness and Contrast: Adjust the sliders if you think your 
image would look better slightly lighter or darker.  You shouldn’t 
have to adjust contrast unless it’s a photo (as opposed to a 
graphic or logo).  If you do, only slight changes should be 
required.  Click OK to accept any changes. 
 
 
 
 
 
 
 

Color: It’s generally not a good idea to play with colour settings, 
especially for logos and other images that require a consistent 
look.  However, in the case of a photo it can sometimes be 
worth it to heighten the saturation slightly, to make the colours 
“pop”, but use this technique sparingly.  Click OK to accept any 
changes. 
 
 
Crop: This will allow you to crop the boundaries of the photo by 
dragging the black ‘handles’ (highlighted below) at the edges 
and corners of the image.  This is useful for photos; you can 
change the boundaries so that the object of interest in the photo 
is more centred.  Click OK to accept any changes. 
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2. Mac Users 

 
For resizing and optimizing photos, iPhoto is an excellent choice; it’s easy to use and comes 
bundled with every Mac. 
 
Resizing Images in iPhoto 
 
To resize an image, highlight the one you want and to go to File -> Export on the menu bar.  
This will bring up the Export menu.  Go to File Export, and you’ll get some options. 
 
Kind: (file type) JPEG is best for web 
uses. 
 
JPEG Quality:  Medium should be 
high enough quality – this will save on 
space. 
 
Size: Set this to Custom, and you’ll 
have several options.  You can set the 
maximum size of the height or width, 
or the longest dimension for the 
exported photo.  For web sites, width is 
usually the constraining dimension so 
you’ll probably use that most often. 
 
File Name: If you set this to Use Title, 
you’ll be able to name the file whatever 
you want when you go to export. 
 
Click Export and you’ll be asked to 
choose a save location.  Click OK and 
your image will be exported at the new 
resolution. 
 
Note that you can do batch exports by highlighting multiple images (or even an entire album) 
before exporting.  This can be handy, but be careful.  If some of your pictures are portrait and 
others are landscape, you may want to handle them as separate batches so that you get the 
correct sizes for each. 
 
For other optimization options, highlight a picture and click Edit.  This will bring up the toolbar 
shown below. 
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Crop will bring up cropping handles on the corners and edges of the image.  Drag them to crop 
the image as you see fit.  There is also a constraint option, which you can check if you’d like the 
image to remain a certain aspect ratio. 
 
Straighten brings up a small slider that will 
allow you to tilt the image a few degrees in 
either direction.  Note that you will lose 
some of the image at the edges, because a 
tilt involves a slight crop to keep the image square and level. 
 
Enhance is a one-step tool that will attempt to make the image more vibrant.  Feel free to use it 
if you like the results, but it is only recommended on photos, not other types of images (such as 
logos). 
 
Red-Eye will turn your cursor into a small target, which can 
be used to eliminate red-eye in photos simply by clicking. 
 
Retouch is an advanced tool for removing ‘blemishes’ from 
photos.  You will probably never need to use it to optimize 
an image for the web. 
 
Effects will bring up automatic effect choices to add to your 
photos (e.g. black & white, sepia, etc).  Feel free to use 
them where appropriate. 
 
Adjust will bring up the full image adjustment menu.  In 
general, you will not need to use this menu.  However, if 
you’re using a photograph, you can sometimes make it look 
a little more vibrant by bumping up the contrast and 
saturation slightly (~10-15%).  Just use the sliders until you 
find a look you’re happy with.  Feel free to play around with 
the other sliders as well (on photos only – no logos!), but in 
general, contrast and saturation should be all you need to 
improve the look of a photo. 
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Part 2: Preparing Videos 
 
Videos do not usually need to be resized the way that images do, but there are other 
considerations, such as the video format.  Common video file formats (such as .mov, .avi, .wmv 
and .mp4) are already web-ready and should not need any further optimization, though we 
recommend the .mov format.  If you have a video file you’d like to use, but aren’t sure if it’s the 
correct format, speak to Multimedia Services in the Education Commons for verification.  
Multimedia Services offers the following services (see EC website for fees): 

• Video Post-production 
o Editing, titles and effects, captions and subtitles 

 

• Video capture, conversion and compression 
o From tape and DVD (copyright laws apply) 

 
Adding a Video 
 
To add a video to your site, use the video template available in the editor.  It has instructions for 
setting up a page where you describe and discuss your video content.  The video will open in a 
new window, so its size is not constrained by your other content.  For more info on making pop-
up windows, see our “Formatting Starter Guide: Do’s and Don’ts”. 
 

Linked Video 
Preview 

Image Goes 
Here 

Recommended for 

Accessibility 

Click here for Templates > Video 

Instructions 
for video 

web pages 
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When using the template, you’ll be instructed to provide a preview image (width no greater than 
125 pixels), which will show up beside your video title and description.  It is best to use a 
screenshot from your video, but other images (such as a simple text title) can also be used. 
 
Taking a Video Snapshot 
 
Many media players have a snapshot feature, which allows you to create an image out of a 
single frame of video.  VLC is a free, open-source media player available for both Mac and PC 
which is extremely versatile and makes snapshots very easy.  (Download available at 
http://www.videolan.org). 
 
Run VLC and open your video using File -> Open.  Pause the video, and use the placement 
marker to move to the frame you wish to capture. 

 
 
Once you have the frame you want, navigate to the File (Windows) or Video (Mac) menu and 
choose Snapshot: 
- 

 
By default, the snapshot image will be saved to following location: 
 
Windows: C:\Documents and Settings\myusername\My Pictures\  
 
Mac: Desktop 
 
The filename will be vlc_snapshot_### or something similar.  Once you’ve captured a snapshot 
you’re happy with, load it into your photo editor and resize it to a width no larger than 125 pixels, 
as required by the instructions in the video template (see above).  

Placement  
Marker 
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Optimizing Videos with QuickTime Pro 
 
QuickTime Pro allows you to easily prepare your content for distribution on the Internet. Use 
Export for Web from the File menu to create a poster image (thumbnail) and versions of your 
movie optimized for web-delivery to iPhone and the desktop in one easy step. 
 

 
 
Please note: QuickTime Pro is available on the computers in the Education Commons Media 
Production Suites, located on the 3rd. floor of the OISE Library.  Information and booking of the 
Production Suites can be found at: 
 
http://www.oise.utoronto.ca/ec/Services/Booking_Facilities/Media_Production_Suites.html 
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Adding a Video to the CMS Webpage 

 
To add a video, use the video template available in the editor.  It has instructions for setting up a 
page where you describe and discuss your video content.  The video will open in a new window, 
so its size is not constrained by your other content.  For more info on making pop-up windows, 
see our “Formatting Starter Guide: Do’s and Don’ts”. 
 

 
When using the template, you’ll be instructed to provide a video preview image (width generally 
no greater than 150 pixels). This will show up beside your video title and description.  It is best 
to use a screenshot from your video, but other images (such as a simple text title) can also be 
used. 
 

Linked Video 
Preview Image 

Goes Here 

Recommended for 
Accessibility 

Click here for Templates > Video 

Instructions for 
video web 

pages 
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Taking a Video Snapshot  
For the “still” image that is selected to link to your video within the CMS webpage 

 
If you only have a video without a preview video image (an image that links to the video on your 
web page), you will need to take a snapshot. As previously mentioned the recommended size 
should be approximately 100 h x150 w pixels. 
 
Many media players have a snapshot feature, which allows you to create an image out of a 
single frame of video.  VLC is a free, open-source media player available for both Mac and PC, 
which is extremely versatile and makes snapshots very easy.  The download is available at 
http://www.videolan.org. 
 
Directions: 
Run VLC and open your video using File >Open.  Pause the video, and use the placement 
marker to move to the frame you wish to capture. 

 
 
Once you have the frame you want, navigate to the File (Windows) or Video (Mac) menu and 
choose Snapshot:            PC             Mac 

 
 
By default, the snapshot image will be saved to following location: 
 
Windows: C:\Documents and Settings\myusername\My Pictures\  
 
Mac: Desktop 
 
The filename will be vlc_snapshot_### (or something similar). Once you’ve captured a snapshot 
you are happy with, open it with your photo editor (Part 1 of this documentation) and resize it to 
a width of approximately 150 pixels. Upload and link as per instructions within the video 
template (see above).  

Placement  
Marker 


