Steps to Compressing Word Documents

Creating your Word Document

Please keep in mind the following steps when creating your Word document.

Don’t Paste Images, Insert Them

Any image that is copied/pasted into Word will be turned into a .bitmap which is the largest of all image files.
Rather than copying an image, use the following steps to save and insert your image into your Word document.

Open Link
1. Right-click on the image Open Linkin New Tab
. . Open Link in Mew Window

2. Depending on your PC, select Save Picture As or Save Image As Save Target As...
3. Browse to the location that you want to save your image. Print Target
4. Change the filename to something descriptive that you will remember P

. Save Picture &s...
5. Click OK. E’ﬂ\u H9-06 ¢ E-mail Picture...
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Copy Shortout

7. Browse to the location of the saved image
8. Select the image and either click Insert or double-click on the file. Add to Favarites. .,

Append ko existing PDF

Even if you followed the steps above and inserted images into your Word convert to Adobe PDF

document, your images may still contain extra information not needed in your Properties
document.

Compress Pictures

SeleCt any piCture on any Slide and .'ﬁg\.‘ =9~ s Presentation2 - Microsoft PowerPaint Picturz Taols
make sure that the "Format" tab for :j/’ Home Insert Design Animations Slide Show Review View Add-Ins Acrobat | Format
Picture Tools is selected at the top of | # Bisniness~ Hcompressaictures o1y o = 2 =
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on "Compress Pictures" near the top Adjust Picture Styles
left. The box below will appear; click Options.

1. Click Compress Pictures

Compress Pictures

Apply compression settings now

Compression Settings

[F] {Apply to selected pictures only:

( Qpﬁons..%l [ ok ][ concel Compression options:
\

iAutomatically perform basic compression on save;

. . Delete cropped areas of pictures
2. Click Onptions

Target output:

{3 Print {220 ppi): excellent quality on most printers and screens

3 Change the Compression (") Screen (150 ppi): good for Web pages and projectors

Settings to match the image to the

{*) E-mail (36 ppi): minimize document size for sharing

[ OK, ][ Cancel ]

Click OK in the Compression Settings box and then in the Compress Pictures box to apply changes.



