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How to reducethe size and size of Word document
files containing images

The following article details how to reduce the size of Word documents 2016, 2010, 2007 containing images
without using additional software.

The following article details how to reduce the size of Word documents 2016, 2010, 2007 containing images
without using additional software.
To reduce the size of Office documents that contain pictures, do the following:

- Compress images in documents.

- Remove editing features in photos.

1. Reducefile size by compressing images directly in the document

The original document file has the capacity:
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Type of file:  Microsoft Word Document (. docx)

Opens with:  [F] Word (desktop) [ Change...

Location: CMUsers' Administrator.Desldop

Size: 2.14 ME (2,245,443 bytes)

Size on disk:| 2.14 MB (2,248,704 bytes)

Created: Today, June 22, 2016, 3:53:16 PM
Modified: Today, June 22, 2016, 3:53:24 PM
Accessed: Today, June 22, 2016, 3:53:24 PM

Attributes: [ Read-only [| Hidden Advanced...
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Step 1: Click on the image you want to compress -> Choose FORMAT -> Compress Pictures.
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Step 2: Clear the check box under Apply only to this pictures (does not apply compression to all images) and
volume select the Print (220 ppi): excellent quality on most printers and screens (Select the image resolution

and lowest) -> click OK .
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Compression options:
Apply only to this picture
Delete cropped areas of pictures

Target output:

excellent qudality on most printers and screens
() Screen (150 ppil: good for Wel pages and praojectors
(") E-mail (96 ppil: minimize documdgt size for sharing
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With the rest of the images you do the same -> the result of the file size after performing image compression is:
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Microsoft Word Document (. docx)

Opens with: Waord [desktop) [ Change...

Location: CM “AdministratortDeskdop

Size: 1.70 MB (1,784,602 bytes)
Size on disk: | 1.70 MB (1.785.856 bytes)

Created: Today, June 22, 2016, 11 minutes ago
Modified: Today, June 22, 2016, 4:04:05 PM
Accessed: Today, June 22, 2016, 4:04:05 PM

Attributes: [|Read-only [ Hidden
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2. Reducethefile size by removing editing featuresin theimage

However this way the ability to reduce the image size is negligible.

Step 1: On the card File -> Option .
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Step 2: A dialog box appears, select the Advanced tab -> scroll down to the Image Size and Quality section ->
select the Discard editting data section -> OK .
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Datafile size after performing 2 ways to reduce the size aboveis:
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Type of fleX  Microsoft Word Document ( docx)

Opens with: Word [desktop) [ Change...
Location: sers \Administrator Desldop
Size: 1.14 MB (1,203,623 bytes)

Size on disk:  1.14 MB (1,204 224 bytes)

Created: Today, June 22, 2016, 18 minutes ago
Modified: Today, June 22, 2016, 4:11:30 PM
Accessed: Today, June 22, 2016, 4:11:30 PM

Attributes: [|Read-only [ Hidden
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The above is asimple way to help you reduce the capacity on Office 2016, 2010, 2007 document files containing
images. Actions on other versions of Office are similar.

Good luck!

Y ou finished reading the article "How to reduce the size and size of Word document files containing images"
edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou
can search for similar articles on tips and guides. Thank you for reading and for following us regularly.
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