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TUTORIAL: CROP PHOTO FOR UPLOAD TO 
PAYMENTPORTAL 
 
The images uploaded to the PaymentPortal will be used for first-time issue of your 
CampusCard (first-time CampusCard users). For CampusCard holders who already 
have a card, the image will be used if a replacement card needs to be issued.   
An image with an aspect ratio of 3:4 (width:height) is required for registration in the 
PaymentPortal.  
 
Recommended: If the photo is taken using your smartphone and opened from the 
image gallery, you may use a number of tools and standard frames for cropping. For 
portrait format images, a standard 3:4 (width:height) frame is usually offered and can 
be easily applied to the selected image.  
 
On your PC, the adjustment can be made using an image editing program such as 
Microsoft (MS) Photo app or MS Paint. 
 
The following image requirements must be met: 
 

 Current passport photo/full-face front view 
 Full face is visible (no sunglasses or similar) 
 Neutral background 
 Aspect ratio of 3:4 (width:height) 
 Minimum resolution of 210 x 280 pixels (a smartphone picture meets 

the minimum resolution) 
 Data type JPG or PNG 

 
 
First select a portrait photo of JPG or PGN data type.  
In step 2 crop photo with MS Photo oder MS Paint to the correct picture size.  
 
 Instructions with MS Photo, pages 2-4 
 Instructions with MS Paint, pages 5-9 
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Instruction Microsoft (MS) App Foto 
 

Photo is a Microsoft standard application.  When double-clicking on a photo, the 
image is automatically opened in "Photos".  Alternatively, you can search for the 
application and open it via Start / Windows icon. 
 
1. Open photo with double click. 
 
2. In the Windows image display at the top, select "Edit" on the right. 
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3. Under "Crop and rotate" on the right side in the "Aspect ratio" item select the 
suggested "4:3” option if the source image is a portrait format. Then save the 
image to the desired location using "Save Copy".   
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If the original image is in landscape format, select "Set as portrait format" at this 
point and save the image to the desired location using "Save copy". (At this point, 
don’t be irritated by the "wrong" names of the aspect ratios. The calculation is 
nevertheless correct in 3:4). 
 

 
 
The photo in 3:4 format can now be uploaded to the PaymentPortal. 
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Instruction 2: MS Paint 
 
Adjusting an image to the required aspect ratio with MS Paint is slightly more 
complex than with MS Photo or the respective image editing solutions on 
smartphones and is therefore only recommended if these options are not available. 
 
1. Open program and open picture 
 To open the program, click on the "Start" button (Windows icon), enter "Paint" 

and click on the program from the search results list.   
 In Paint, under the "File” menu item, select the "Open” item and click on the 

location of the image to be adjusted 
 Then select the image file and click "Open".   

 
 
2. Calculate image format and mark your selection 
 The required aspect ratio of 3:4 (width:height) in pixels is calculated as follows: 

The height of the image multiplied by 0.75 results in the required width of the 
image.  Example:  The height of the image is 400 pixels, then the width must 
be 400 pixels x 0.75 = 300 pixels.    

 To create a suitable image section, first use the "Select" tool to mark an image 
area that corresponds to the content specifications.   

 To do this, position the cursor at the upper left corner of the desired area and 
drag the selection frame with your left mouse button until a size is met that 
corresponds to the aspect ratio of 3:4 (e.g. 300 x 400 pixels, 500 x 375 pixels).   

 The size of the image sides in pixels is shown in the bottom bar. 
 If the selection does not include the desired image section or does not have 

the correct aspect ratio, pressing the "Esc" key resets the selection so that the 
process can be repeated. 

 Tipp: Dragging the selection frame with pixel precision is easier when you 
zoom in on the image. To do this, click on the plus sign in the lower right 
corner of the “Paint” status bar. 
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3. Cache image section and copy to new file 
 If the selection contains the desired image section and the aspect ratio 

corresponds to the specifications, click on the "Copy" button, or press the 
"CTRL+C” key combination.  

 The image will then be saved to the clipboard. 
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 Then select "New" in the menu bar under "File" before selecting the option "Do 
not save” in the dialog box "Do you want to save the changes?” 
 

 
 
 
 In the newly opened empty image file click on the "Paste" button or use the 

"CTRL+V" key combination to paste the image from the clipboard into the file.  
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4. Crop drawing area to image size 
 If a white image area is visible after pasting: while the image you just pasted is 

still selected (indicated by the dashed frame), click the "Crop" button or press 
the "Ctrl+Shift+X" key combination to crop the image area to the selection you 
just pasted.  

 If no white image area is visible after pasting: continue with step 5. 
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5. Save and upload the image 
 Finally, save the photo under "File", "Save as" as JPEG or PNG data type 

using a suitable name and location. The photo in 3:4 format can now be 
uploaded to the PaymentPortal.   
 


