
~Get an image you would like to have an icon. ~ 

(1) It must be 32x32 any format. 

(2) But the end result the image will be a .ico (icon file)  

 

(3) I suggest getting IrfanView since it may be easier to work with and save it as an .ico format. If 

you have another software you prefer you may use that if you want. 

 

(4) The Picture I will be using it this one: (Open in IrfanView) 

 



 
Figure 1 – It’s a pretty big picture, but the idea is you want a small 32x32 image so you will want 

to choose what your icon should be… 

 

(5) On the image, choose where your focus point should be and left click and hold your mouse to 

the selection you want your icon to go from. 

 



 
Figure 2 – You can see I have selected my icon area like so. You should see a selection square or 

something similar like mine. 

 



(6) Control + x “cut” to cut the image and then we want a new canvas. So create new (empty) 

image.

 
Figure 3 – A box will come up but just press OK and you will have a new window. 

 

(7) Control + v “paste” into this new window to get a window similar to mine: 

 

 
Figure 4 – Image Icon 

 

(8)  Now we want the image in 32x32 so go to, image, -> resize/resample: 



 
Figure 5 – Resize our image to 32x32 

 

(9)  Input parameters: 



 

Figure 6 – Make sure “Preserve aspect ratio (proportional) is not checked, and set your new size to 

Width: 32 and Height: 32 and then press OK. 

(10) Now, File Save AS and save it to your desktop as “filename.ICO” (Windows ICON).  You should 

see the option in the scroll down to choose the file type. Then press save now. Options on the 

right shouldn’t need any tweaking when saving, if you know what you are doing then go ahead 

and change it. 

--------------------------------------------------------------------------------------------------------------------------- ---------------

 



 

Figure 1 – Now press “File” and open your client that you want to have an icon. Now click on Icon group 

to expand, and then expand Folder “114”. Now click on “1042” and now click on “Action” -> replace icon. 

 

Figure 2 – In the new window, “Open File” to your icon and on the bottom, click “replace”. Now you can 

save. Cut your Client you’ve changed your icon for and move it onto the desktop or another folder to 

refresh. You should now see your client with your chosen icon! 

 


