
How to crop and center photos in MS Word 
 
If you have photo editing software, cropping and centering your pictures is pretty 
straightforward; if you don’t have a photo editor, MS Word has everything you need. 
 
These instructions are for MS Word 2010 (Windows), but similar controls are available on all 
versions of Word. 
 
Most cameras shoot rectangular photos by default, so you will need to reformat them to a 
square for thsi contest. RESIZING by dragging a corner only makes the photo larger or smaller, 
and if you don't hold SHIFT when you do it, it distorts the picture. This is not a good idea. 
 
CROPPING allows you to cut off part of the rectangle so that you can format your image as a 
square without distorting anything. 
 
How to crop in MS Word 

1. First, open MS Word and create a new document. 
2. Click on the INSERT tab and click PICTURE from the menu bar. Find your picture and click 

INSERT 
3. A new tab, called the PICTURE TOOLS- FORMAT tab will open. 
4. On the far right, you will find the CROP portion of the menu bar. 
5. Click on the CROP drop down menu and choose ASPECT RATIO. Choose SQUARE (1:1) 
6. A cropping tool will appear over your photo. Drag the corners of the cropping tool so 

that the portion of your image that you want to show is contained within the frame. 
Click outside of your object to execute the crop. 

7. Go back to CROP portion of the menu bar and type 6" into either the SHAPE HEIGHT or 
SHAPE WIDTH boxes (because it is a square, it doesn't matter which one). This resizes 
the photo to 6" x 6 

Centering the photo on page both horizontally and vertically in Word 

1. Click the PAGE LAYOUT tab. Go to POSITION portion of the menu bar (middle right). 
2. Click on the POSITION drop down menu and select the option that shows the photo in 

the center of the page. 
3. Save your file. 
4. Print it in color or black and white. 

 


