
Sizing and Naming your photos on a Windows 10 PC 
 

Follow these directions to submit your photos for CCB Photo Competitions 
 

By Chuck Palmer 
 
Resizing a photo file is just a way of reducing the number of pixels a given photo has in the X 
and Y directions. Of course, you can resize an image in Photoshop, Lightroom, or any other 
Photo Editing Application. However, you can also easily resize a photo in Windows Photos. This 
program comes pre-bundled in most versions of Windows computers.  
 
When you submit photos to the Camera Club of Brevard’s Photo Competitions, you must assure 
your photos are properly sized, properly named, and your photo is attached as a file to your 
email, not imbedded within the text of the email. Before sending in your entry check that the 
following items are completed before you hit the send button: 
 

1. Your image file is sized correctly – 2000 pixels on the longest side.  
2. Make sure your file is correctly named – Example Ansel Adams Class A.jpg 
3. Your image file is attached to the email, not imbedded (or inserted) in the email text.  
4. Make sure your email application is not resizing your attached photo file. If your email 

application asks, make sure you send the file with the “Actual Size” setting. (2000 pixels 
on the longest side).  

 
Checking the size of your image. 
 
Anytime you need to check the size of a photo image file in Windows, you can right click on the 
image file, select properties, then select the “Details” tab on the top of the properties window. 
The width and height of your image is stated in pixels at the bottom of the Details window. Make 
sure your file shows the longest dimension is 2000 pixels.  
 
Resizing your image file with Windows Photo Application 
 
Find the file that has been exported by your preferred photo editing application. Double click on 
the file, opening the image in the Windows Photo application. Below is a screen shot of the 
Photos program with an image opened. By clicking on the three little dots at the top right of the 
window you will find a “Resize” selection. It is easy to understand the next steps from the 
window that will pop up. You will want to use “Define custom dimensions” where you just enter a 
number of pixels you want the longest side to be. So, for a horizontal image you would enter 
2000 in the width leaving the option selected “Maintain aspect ratio. This would resize the image 
to 2000 pixels on the longest side, with the shorter side calculated for you depending on the 
aspect ratio of the photo you are resizing. Of course, if your image has a vertical orientation, you 
will want to enter 2000 in the height, letting the program calculate the width. The quality setting 
refers to the jpeg compression quality. 90% will work just fine for presentation and websites. If 
you are printing you will probably want to use 100%.  
 
 
 
 
 
 



 

 
Sending your photo file to the Camera Club of Brevard 
 
Make sure your file is named properly before you send it to the CCB. Name your jpg or jpeg file  
like this. . . Your Name – Class A or Class B or Creative. Example – Ansel Adams Class B.jpg   
 
If you need to rename your file, right click on it, and select properties. You can rename the file at 
the top of the pop-up window then click OK.  
 
Open your preferred email application and attach your properly sized file to a new email. Most 
email applications have a paper clip selection at the top of the new email window. Click on the 
paper clip to attach your file to your email.  
 
That’s it… Easy Peasy.  
 
If you have questions, feel free to send them to info@ccbrevard.com  
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