SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS

KEEPING IMAGE Si1ZzE DOWN IN MS OFFICE APPS

To reduce the file size of documents in Word / PowerPoint. Why? So that your electronic materials are
smaller in size so that they may be downloaded / accessed faster (this also helps those with slower Internet
connections).

For example — let’s say that this document is currently the following size:
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After following this procedure the document is now the following size:
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In this example, the file size has been reduced in half! Reductions vary on the number and resolution of
images in your documents.
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One easy way to reduce the file size of documents in Word/PowerPoint is to do the following:

Open up the desired document in Word / PowerPoint (see the following example)
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CSS Style Sheet Setup for the SASD Web Site

I Purpose !I

By utilizing an external style sheet the entire web site’s text styles (color, font, size, etc.)
may be changed by just modifying the external style sheet.

Let’s look at the following example:
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Double-click any of the images in the document
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Select Compress Pictures

Click on the All pictures in document & Change resolution to Web/Screen (see picture below):
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This compresses all of the images in the file and makes the file size much smaller.

Instead of seeing the window above, you may see this window:
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Target output:

= Print (220 ppi); excellent quality on most printers and screens
£ Screen (150 ppil: good for Web pages and projectors
™ E-mail (36 ppi): minimize document size for sharing
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