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Condensing a PowerPoint File
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Click on the ‘Compress Picture’ tab.
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Compression options:
[¥] Apply only to this picture
V| Delete cropped areas of pictures

Target output:
Print (220 ppi): excellent quality on most printers and screens

) Screen (150 ppi): good for Web pages and projectors
@ E-mail (96 ppi): minimize document size for sharing
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Set the target output to ‘Email’.

Click ‘OK, then ‘OK’ again.

Save your PowerPoint. (i.e. 6MB to 2MB).
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Now save as a PDF. (While saving as a PDF, there is an option below the filename area

that says ‘optimize for’; select ‘minimum size (publishing online)’.

images in the document first).
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*(Compression should be done before it becomes a PDF. If it’s a word document, it’s best to compress the
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