How to compress an image (Windows)

Step 1

Within your Word document, select the image you want to compress

Step 2
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O Web (150 ppi): good for web pages and projectors

(O E-mail (96 ppil: minimize document size for sharing

(® Use default resolution

Step 4

Either right click on the image, click ‘Save
as Picture’ and re-save it to your
computer.
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Step 5
Or re-save the entire Word document
using the File option.
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Step 3 Compress Pictures ? X
Choose a lower ppi setting, such as for Compressian opians:
web or print. Click OK. 7
Delete cropped areas of pictures
Resolution: b
O High fidelity: preserves quality of the original picture
(O HD (330 ppil: good quality for high-definition (HD) displays
() Print (220 ppi): excellent quality on most printers and screens
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