Steps for Editing Justice Paper Pictures

90° Rotation 

1.
Double click on one of the pictures
2.
Click on the thumbnail view icon in the upper left hand corner

3.
Select all the pictures

4.
Click on the rotate 90° right (or left depending on which way is needed) to rotate them all to be upright.  (This icon is at the top near the middle.)  
5.
Select them all and save.

Move to Editing 
6.
Double click on the first picture.
7.
Click on edit pictures

Fine Tuning Rotation (Rare – You’ll usually skip these steps)
8.
If a picture is substantially out of vertical,  (These steps should be rare.  I’m willing for these to be a little out of true vertical and to have a little black space)
a.  
Click on Rotate & Flip

b.
Use the By Degree panel to adjust it.
c.
Go back to edit by clicking on the green back arrow in the upper left corner of the editing box (or just click on edit pictures again)

Cropping 
9.
Click on crop

10.
Crop the picture using the corner crop handles.  Try not to cut off any of the paper.  I’m willing to have a little black space. 
11.
Click on OK.

12.
Go to the next picture (by clicking the right arrow at the bottom) and repeat steps 9-11 (and, if necessary, step 8)

Color Adjustment
13.
When finished with all the pictures, return to the first picture

14.
Go back to edit by clicking on the green back arrow in the upper left corner of the editing box (or just click on edit pictures again) 
15.
Click on Color

16.
Click on Enhance color.

17.
Move the enhance color cursor to a blank space, preferably in the right margin about half way up.

18.
Click once.  

a.
Assuming that produced a legible, basically black and white copy (with any handwriting in roughly whatever color it was orginally in), go to Step 19.
b.
If not, click undo and try to do the enhance color routine with a different blank spot on the page.  

1.
If that works (see 18a), move on to 19.

2. 
(New Step) If not, reduce saturation to -50 and then enhance color

3.
If it still doesn’t work, just skip that one and touch base with me.

19.
Click on the Autocorrect button at the top.
a.
If the new version is more legible, go to 20.

b.
If the new version is not more legible, click undo and go to 20.

c.
If you’re not sure, skip that one and touch base with me.  

20.
Go to the next picture (by clicking the right arrow at the bottom) and repeat steps 15-19.
Saving and Compression
21.
When finished with all pictures, click on the thumbnail view icon in the upper left hand corner.

22.
Select all the pictures except any that you need to see me about.  

23.
Click on the Save icon.

24.
Select all the pictures except any that you need to see me about.

25.
Click on edit pictures

26.
Click on Compress Pictures.

27.
Click on the Document bubble.
28.
Click on OK.

29.
Click on the Save Icon.  

