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HOW TO REDUGE PPT FILE SIZE

OPTION 1: CONVERT YOUR PRESENTATION TO THE
PPTX FORMAT

Facilities Department

Convert your PPT to PPTX will compresses all of the content within the
presentation and you’ll notice a decrease in the file size.

To convert the file, open PPT file (if not already open), click the “File”
tab, and then click “convert.”

~ _mpatibility Mode

Some new features are disabled for improved compatibility with previous versions

of PowerPoint. Upgrading to the current file format will enable these new features.
Affected objects include charts, diagrams, and media objects.

Windows File Explorer will appear. You’ll notice the Save As type is set
as “PowerPoint Presentation.” This is the PPTX file type. Click “Save.”

File name: | HTG Presentation 1.pptx

Save as type:|| PowerPoint Presentation

Authors:  Marshall Gunnell w a tag

e Folders Tools ~ Save Cancel

Your PPT file will now be converted to a PPTX file. As you can see, the
size of the file has been reduced.

@ HTG Presentation 2 6/11/2019 3:06 PM Microsoft PowerP... 3,00
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OPTION 2: COMPRESS ALL OF THE IMAGES IN YOUR
PRESENTATION

Open your presentation, head over to the “File” tab, and then select
“Save As” in the left-hand pane.

Next, select “More Options,” which you’ll find under the area where you
would name your file and choose the file type.
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[~ Documents > How-To Geek

HTG Presentation 3

PowerPoint Presentation (*.pptx)
More options...

The “Save As” window will appear—this time with a few extra options
available to you. Next to the “Save” button, click “Tools.”

Tags: Add atag

Tools Save Cancel

In the drop-down menu that appears, select "Compress Pictures.”

Map Network Drive...
Save Options...

General Options...

Compress Pictures...

The “"Compress Pictures” window will appear. Here, you can choose the
resolution type of the images (based on PPI) in the presentation. You'll
also notice that you're not able to select the “"Apply only to this picture”
option in the "Compression Options” group. That’s because, due to the
way we accessed this tool, this option isn’t available.

Note: If you do want to compress a single picture, select it and then
head to Picture Tools Format > Compress Pictures.

Once you’'re happy with your selection, click “"OK."”



T ERe . | Facilities Department

Compress Pictures

Compression options:
Apply only to this picture
[2] Delete cropped areas of pictures

Resolution:
High fidelity: preserves quality of the original picture
HD (33048pi): good quality for high-definition (HD) displays
i 20 ppi): excellent quality on most printers and screens
(150 ppi): good for web pages and projectors
mail (96 ppi): minimize document size for sharing:

Use default resolution
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Be sure to save your presentation afterward.




