Using Microsoft Office Picture Manager to compress pictures

Open the Microsoft Office Picture Manager:

1. Click on ‘Start’ in the task bar.

Click Here

2. Then click on ‘All Program’. You will see a list.
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Using Microsoft Office Picture Manager to compress pictures

3. Then click on ‘Microsoft Office’. You will get a list. From that list
select ‘Microsoft Office Tools'. Then you will see a list. Now click on
‘Microsoft Office Picture Manager'.
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Microsoft Office Picture Manager

How to Compress Pictures

1. When you open the ‘Microsoft Office Picture Manager’, you will see
a 'Getting Started’ dialog box on the right side of the window. Now
click on ‘Edit Pictures’.
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Using Microsoft Office Picture Manager to compress pictures

2. When you click on ‘Edit Pictures’, you will see different options for edit
pictures.

1 files selected
Correct pictures automatically

To automatically correct color and
brightness for the selected pictures,
dick Auto Carrect.

Edit using these tools

B | Erightness and Contrast
& color

4 Crop

@: Rotate and Flip

4B Red Eye Removal
Change picture size

;'_E: Resize

3 c

Click Here

4. When you will click on ‘Compress Picture’, ‘Microsoft Office Picture
Manager’ will give you a number of options.

1 files selected

Compress pictures settings
Compress pictures for smaller file size
and faster loading.

Compress for:
%" Don't compress
" Documents

™ web pages
" E-mail messages
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5. Select the appropriate option; for example ‘web pages’ and then
click on ‘OK’.

Compress Pictures v X

(18] A

1 files selected
Compress pictures settings

Compress pictures for smaller file size
and faster loading.

Compress for:
(") Don't compress
(7) Documents
@ Web pages
(") E-mail messages

Description:
Intended for on-screen display and
fast loading for outputs such as
e-mail messages and Web sites.

All pictures will be saved to a
compressed file format and resized
to fit within a window of 448 x 336
pixels.

Estimated total size

Original: 260 KB
Compressed: 4.12KB

[ x ]

6. We recommend you to use ‘Save as’. So you keep the original copy,
in case you want to use it for other purpose.
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