How To REDUCE POWERPOINT FILE SIZE

#1 Store 1n the Cloud and send a Link

(Does not “shrink” the file, but makes it easily emailed)

#2 Save as a PDF

1.Go to File menu
2.SAVE A COPY
3.Change file type D Recent
to PDF
4. Save

Save a Copy

& select “Minimum Size”

#4 Reduce Image Resolution

1. Select any photo image

2. Go to Menu: PICTURE FORMAT

3. Click COMPRESS PICTURE

4. Select: Delete Cropped Areas

5. Make sure it is APPLY ONLY TO THIS
PICTURE is OFF!

6. Choose Quality Size
(recommend “WEB 150 PPI")
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#3 Save as a PDF, but with MORE OPTIONS
& select “Minimum Size”

(@ Standard (publishing

online and printing)

X ) Minimum size

(publishing online)

#4 Reduce Image Resolution
1. Select any photo image
2. Go to Menu: PICTURE FORMAT
3. Click COMPRESS PICTURE
4. Select: Delete Cropped Areas
5. Make sure it is APPLY ONLY TO THIS
PICTURE is OFF!
6. Choose Quality Size
(recommend “SCREEN 150 PPI")

Target output:

®) Print (220 p
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Screen (150 ppi): good for Web pages and projectors

E-mail (96 ppi): minimize document size for sharing




How To REDUCE POWERPOINT FILE SIZE

#1 Store 1n the Cloud and send a Link

(Does not “shrink” the file, but makes it easily emailed)

#2 Save as a PDF

1- Go to File On Mac OS S(iueeze PowerPoint Flle Size for ‘

2.SAVE A COPY  onebre persend =

3.Change FILE File Format: v PowerPoint Presentation (.pptx)
FORMAT to PDF

4-Save v PowerPoint 97-2003 Presen tation (.ppt)

PowerPoint Template (.potx)
PowerPoint 97-2003 Template (.pot)
OpenDocument Presentation (.odp)

NOTE: Mac Office 365 does NOT have
options for different PDF quality sizes.

#3 Reduce Image Resolution
1. Select any photo image
2. Go to Menu: PICTURE FORMAT
3. Click COMPRESS PICTURE
4. Select: Delete Cropped Areas
5. Select ALL PICTURES IN THIS FILE
6. Choose Quality Size
(recommend “On-Screen 150 PPI")

Compress pictures to reduce the size of this file.

Compression Options

Picture Quality

HD (330 ppi)
Print (220 ppi)
Applyto  on-screen (150 ppi)

Email (96 ppi) COMPUTER TRAINING

Use Original Quality




