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Microsoft Office Tip: Reduce File Size by 
Compressing Your Pictures 
 
Click on a picture, the Picture Tool Bar will popup in your menu bar 
 

 
 
Click on Format, Click on Compress Pictures 
 

 
 
Click on OK or Options to select how you would like your pictures compressed 
 

 
 
Select how you would like to compress your pictures, click OK 
 

 
 
Save your file. 


