Optimizing PowerPoint Shows
The file size of a PowerPoint show can get very large and much of that is due to the images embedded in the slides. From photographs to Microsoft ClipArt, images tend to be of a higher resolution and thus a higher number of bytes than will ever be needed for a non-print medium.
To keep overall file sizes down, PowerPoint has built in a tool that will optimize all the embedded graphics in a show to the appropriate resolution as well as to delete any hidden portions of an image. The resulting savings in storage size can be dramatic with little or no loss to the images’ appearance.
To optimize either individual images or and entire show:
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Make sure that the PowerPoint Picture Toolbar is active.

Look under the View menu, then Toolbars, and if there is no checkmark next to “Picture,” click on it to select it.

2. [image: image2.png]


On the Picture Toolbar, click the Compress Pictures icon[image: image3.png]Compress Pictures
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3. The Compress Pictures dialog window will appear.
4. In the Apply to area:

a. You can optimize only some of the pictures in a show by clicking the option for “Selected pictures.” 

You will need to locate each desired image in the show and click them to select them. Do this BEFORE clicking the Compress button on the toolbar or the option will be grayed out.
b. You can optimize All Pictures.

5. In the Change Resolution area, choose the proper resolution for your project.

6. In the Options area, for maximum file size savings, check the boxes for both Compress pictures and Delete cropped areas of pictures.

7. Click OK.

8. Caution: If you think you may want to change any settings later or revert to the original, un-optimized version, you may wish to save the PowerPoint show under a revised filename. 
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