Compressing a picture
There are times when you will need to compress images, pictures or photos before you can upload them to a website or attach them to an email.

You do this for a number of reasons:
· A lot of websites do not allow images over a certain file size to be uploaded. By compressing the picture you make the file size smaller

· The image will upload to a website faster
· The email will send faster 
This can be done relatively easily in a program like Microsoft Office Picture Manager (which comes standard with MS Office).

1. Find the picture you want to compress

2. click on File
a. Click on Open With
b. Choose Picture Manager from the list

c. Click on the Edit picture button (there are 2 to choose from)
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3. This will open up the edit pictures menu on the right hand side of the screen
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4. Click on Compress Pictures
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5.  This will open the Compress pictures settings

6. At this point you choose what you want to compress the picture for. 

7. Documents, usually makes it about the size of a real photo which is small enough for most applications and about 200-500kb which is perfect for email. 
If you click on the radio button next to each option it will give you a brief description of what this feature does and tell you what the new size will be).
8. Click on OK. This will compress the picture
9. At this point you may wish to save the compressed picture

a. You can press the save button or, when you close the program, it will ask you if you want to save your changes. Click Yes
Note: It’s always a good idea to save a copy of the photo before you start so you can keep the original size (and in case something goes wrong).








