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Compressing a Word Document

Compressing a Word document is recommended to make the most use of your disk space. Large files slow

downloading time and can be difficult or impossible to e-mail. One recommendation is to use Insert instead of

Copy and Paste when saving pictures to your hard drive. Also choosing JPEG 1nstead of BMP Wlll greatly reduce
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the file size. Below are instructions on how to compress a Word e
document. iy e e i

1. Select an image within the document by double clicking directly
on the picture you wish to compress.
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6. Then choose Save as.

7. Change Save as type to PDF.

8. Select the Optimize for option to
Minimum size (publishing
online) and click Save.

@ Save As.

i i)
J—
UU - | <« Website Breakout » Training » Microsoft Office
Organize « New folder e '@
- =
=i Recent Places # Mame Date modified Type Size

Bl Deskto
g @ Condensing_File
g Eg Outlock_Configuration
= Libraries X
= ﬁ Phone_Directory_Instructions
=] Documents p
e i @ Saving_Document_Properly
@' Music
[&5] Pictures =
E Videos
Lo Computer

&, Local Disk (C)
o deptS (\\peter.n

3/19/201210:23 AM  Adobe Acrobat D...
2012 10:38 AM
3/19/2012 10:55 AM

3/19/2012 10:58 AM

Adobe Acrobat D...
Adobe Acrobat D...

Adobe Acrobat D...

5# Leanne.DeGroot y

T ] '

File name: Compressing_Images_in_Word -
Save as type: PDF -
Authors: Administrator Tags: Add atag
Optimize for: Stgljdarcl (pul.clis.hing | Options...
online and printing)
@ [#] Open file after publishing
| ipublishing enline)
4 Hide Folders Tools = [ Save ] \ Cancel
|

Page 2 of 2

LAST UPDATED: 3/27/2012

Northland Technology Department « Northland International University « W10085 Pike Plains Rd ¢ Dunbar, W1 54119
E-mail: helpdesk@ni.edu « Phone: 715.324.6999, ext. 5200 « Fax: 715.324.4219



