Before the day: Compressing an MS Word document​​
· Images are large so please ensure you upload ONLY jpeg images​​
· Make sure you understand how to compress an MS Word document to reduce the file size and speed up the upload process:​
· ​
Steps for compressing images in an MS Word document​​
· Click File​​
· On Windows click Save As​​
· Under “Other Locations” click Browse​​
· Click Tools > Compress Pictures (located bottom right)​​
· On MacOS click Reduce File Size…​​

· Select “Delete cropped areas…” and “Email (96 ppi)….”, click OK​​
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· Save the document​
​

image1.JPG
Compress Pictures ? X

Compression options:

Apply only to this picture

Delete cropped areas of pictures

Resolution:
High fidelity: preserves quality of the original picture
HD (330 ppi): good quality for high-definition (HD) displays
Print (220 ppi): excellent quality on most printers and screens
Web (150 ppi): good for web pages and projectors
@® E-mail (9 ppi): minimize document size for sharing
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