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HOW TO REDUCE PPT FILE SIZE 
 

OPTION 1: CONVERT YOUR PRESENTATION TO THE 
PPTX FORMAT 

Conver t  you r  PPT  to  PPTX  w i l l  com pres ses  a l l  o f  the  con t en t  w i th i n  the  
presen ta t i on  and  you ’ l l  no t i ce  a  dec rease  i n  the  f i l e  s i ze .  

To  conver t  the  f i l e ,  o pen  PPT  f i l e  ( i f  n o t  a l r eady  open) ,  c l i ck  the  “ F i l e ”  
tab ,  an d then  c l i ck  “ c onver t . ”   

 

Windows  F i l e  Exp l o re r  w i l l  a ppear .  You ’ l l  no t i ce  the  Save  As  t ype  i s  s e t  
as  “ Power Po in t  P r esen ta t i on . ”  Th i s  i s  t he  PPTX  f i l e  ty pe .  C l i ck  “ Save . ”  

 

Yo u r  PPT f i l e  w i l l  n o w b e  co n ve r te d  t o  a  PPTX  f i l e .  As  yo u  ca n  se e ,  th e  
s i ze  o f  t h e  f i l e  h a s  b e e n  re du ce d .  
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OPTION 2: COMPRESS ALL OF THE IMAGES IN YOUR 
PRESENTATION 

Open  you r  presen t a t i on ,  head o ver  to  the  “ F i l e ”  ta b ,  and  then  se l ec t  
“ Save  As ”  i n  the  l e f t -han d pane . 

 

Ne x t ,  se le c t  “Mo re  Op t io n s , ”  wh ich  yo u ’ l l  f i n d  u n de r  t h e  a re a  wh e re  yo u  
wo u ld  n a me  yo u r  f i l e  a n d  ch o o se  th e  f i l e  t yp e .  
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The “Save  As ”  w indow w i l l  appear—th i s  t ime w i th  a  f ew ex t r a  op t i ons  
ava i l ab l e  to  you .  Nex t  to  the  “Save”  bu t ton ,  c l i ck  “Too l s . ”  

 

In  the  drop- down  menu  tha t  appear s ,  s e l ec t  “Compres s  P i c tu res . ”  

 

The “Compres s  P i c tu res ”  w indow w i l l  a ppear .  Here ,  you  can  choose  the  
r eso l u t i on  ty pe  o f  the  images  ( based on  PP I )  i n  the  presen ta t i on .  You ’ l l  
a l s o  no t i ce  tha t  you ’ r e  no t  ab l e  to  s e l ec t  th e  “App l y  on l y  to  th i s  p i c tu re”  
opt i on  i n  the  “Compres s i on  Opt i ons ”  g roup.  Tha t ’ s  because ,  due  to  the  
way  we acces sed  th i s  too l ,  th i s  op t i on  i sn ’ t  ava i l ab l e .  

Not e:  I f  you  do  wan t  to  com pres s  a  s i ng l e  p i c tu re ,  s e l ec t  i t  and  th en  
head  to  P i c tu re  Too l s  Fo rma t  >  Compr es s  P i c tu res .  

Once  you ’ r e  h appy  w i th  you r  s e l ec t i on ,  c l i ck  “OK. ”  
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Be su re  to  s ave  you r  presen t a t i on  a f te rward.  

 


