How to Compress An Image
with Microsoft Office Picture Manager

1. Openyour image in Microsoft Office Picture Manager (in Programs -> Microsoft
Office -> Microsoft Tools folder).
2. Go to Picture and select “Compress Picture...” (see image below).
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3. The window will change to display the Compress Pictures options on the right side.
Choose the radio button next to “Web pages” and note the description that appears,
explaining that the image dimensions will be reduced to 448 x 336 pixels as part of
the compression (see image below)..

The bottom part of the panel shows the compressed file size, as compared to the
original file size.
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4. Click the OK button to compress the image and note that the file name in the lower
left corner is now preceded by an asterisk, to indicate that the file has been changed.

Microsoft Office Pictire Manager

© File Edit ‘iew PRicture Tools Help ype a question fFor help

i gaishorteuts... | [l 13 % S L X 9 = S 42 Sk g EditPictures... | 25 Auto Correct
1_?] ﬂ QJ | Compress Pictures v

(@181 a

1 files selected

Compress pictures settings

Compress pictures For smaller file size!
and Faster loading,

Compress for;
() Don't compress
() Documents
&)

(») Web pages
) E-mail messages

Description:
Intended for on-screen display and
fast loading fFor outputs such as
e-mall messages and Web sites,

All pictures will be saved to a
cornpressed file format and resized
to fit within g window of 448 x 336
pixels,

| Estimated total size

Original: 1.81 MB
,_Cr.mrqug\d: 103 KB

|
* IMG_0579.JPG ]

5. Under the File menu, choose “Save As...” and save your file with a different file name
so that you don’t overwrite your original image file.
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