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Reducing Images to 2MB Max File Size

When uploading images on Community Connections, you must make sure the file size is less
than or equal to 2MB. This guide is designed to help you find your file size and reduce the file

size if necessary.

1MB = 1000KB

Determining the File Size

Step 1) To find the file size of your image, right click on the file and select PROPERTIES.

Step 2) The PROPERTIES menu displays the file size as seen in the image below.

& photo 1(2),.)9 Properties

P

General | Security | Details | Previous Versions

iu% phota 1(2)jpg

Type offile JPEG Image (jpg)

Location: Ci\Users\work\Downloads

Size ondisk: 334 KB (393.216 bytes)

Opens with: % Photo Gallery

Size: 383 KB (392,395 bytes) | _

Created: Today, November 09, 2017, 3 hours ago
Maodified Today, November 09, 2017, 3 hours ago

Accessed: Today, November 09, 2017, 3 hours ago

Attributes: ["IRead-only [ |Hidden
Security: This file came from another computer
and might be blocked to help protect Linblack
this computer.
’ 0K ] ’ Cancel ] Apply
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Reducing the File Size of an Image

Step 1) Open a new Word document, and insert the images you want to use onto the page.
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Step 2) Select an image in the document to reveal the PICTURE TOOLS ribbon. Select
COMPRESS PICTURES in PICTURE TOOLS.
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Step 3) Choose APPLY ONLY TO THIS PICTURE, DELETE CROPPED AREAS OF
PICTURES, and SCREEN (150 PPI). Select OK to continue.

Compress Pictures . ' |_@ 2 |

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

Target output:

':':'i' Print (220 ppi): excellent quality on most printers and screens

| '@3' Screen (150 ppi): good for Web pages and projectors

'3'::'3' E-mail (95 ppi): minimize document size for sharing

(") Use document resolution
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Step 4) The next step is to save the image, so right click on the image and select SAVE AS
PICTURE in the FILE menu.

& cut

Bz Ccopy

[ Paste Options:
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I Save as Picture... I

E‘Q Change Picture...

Hyperlink...

Insert Caption...
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Wrap Text »
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Size and Position...

v

Format Picture...

Step 5) Select file location, name your file, and choose JPEG from the Save as type: from
dropdown box.

{m File: Save: [
@ {5 » Libraries » Pictures » w | &g (| Search Pictures P
Organize * = - e |

B Desklop

Pictures library o .
¢ Downloads Arrange by Day

Includes 3 lacations

& iCloud Drive =
& iCloud Photos 4 11/9/2017 (1) =]
=y Recent Places e |
4 Libraries I ‘

%+ Documents 1 -

4. Music testpng

&, Pictures 4 10/10/2017 (1)

‘ Videos

File name: | TEST Picutre I -

Save as lype: |Portable Network Grap mpngl 'J

# Hide Folders raphics Interchange Format (*.gl

i
Tag Image File Format (*.tif)
S indows Bitmap (% bmp)




