Keep it Small! Tips for Reducing the Size of PowerPoint Files


So you and PowerPoint have created the Presentation, and it is TOO BIG.  Too big even to be posted on ASME.org, where the maximum allowable file size is 10 Meg.  Frustrating – but not unsolvable!  

If you’re finished and want to “get it down to size,” you can use the NXPowerLite Application Stand Alone Edition, which is a small download.  It does everything necessary to reduce PowerPoint files down to a more manageable size and is quite efficient.  The download URL is:

http://www.nxpowerlite.com/product-download.php 

There are ways to prevent this from happening again!  An article by Steve Rindsberg, Microsoft MVP and co-creator of PPTools, explains why PowerPoint files end up so large, how you can fix it, and what you can do to prevent it from happening again.  You can find the article at 
http://office.microsoft.com/en-us/powerpoint/HA011168821033.aspx
Here are the essential steps to take (for your convenience):

Turn off fast saves

· On the Tools menu, click Options, click the Save tab, and then clear the Allow fast saves check box. Doing this forces PowerPoint to remove excess data from your presentation file each time you save. 

· After you've turned off fast saves, save your presentation again under a new name. On the File menu, click Save As, type a name for the new version of your presentation in the File name box, and then click OK.

Watch out for oversize image files

In most cases, images don't need to be much larger than 1024 × 768 pixels).  PowerPoint 2002 and later can compress images and remove unneeded data:

· Right-click the picture, and then click Format Picture on the shortcut menu. 

· In the Format dialog box, click the Picture tab, and then click Compress. 

· Under Apply to, do one of the following: 

· To compress just the current picture, click Selected pictures.

· To compress all the pictures in your presentation, click All pictures in document.

· Under Change resolution, do one of the following: 

· If your presentation will be used for a screen show, click Web/Screen.

· If you plan to distribute your presentation as printed pages, click Print.

· Under Options, select the Compress pictures check box and the Delete cropped areas of pictures check box. 

· Click OK. 

· If prompted, click Apply in the Compress Pictures dialog box. 

If you use PowerPoint 2000 or earlier, do the following for each image that you want to compress:

· Click the picture to select it. 

· On the Edit menu, click Copy. 

· Again on the Edit menu, click Paste Special. 

· Do one of the following: 

· For most images, such as photos and scans, click JPG. 

· For images with large areas of flat color, or that contain important text or fine details, click PNG. 

· Note  JPG files are usually smaller, but JPG's "lossy" compression can blur thin lines and other fine detail, or leave "artifacts" (stray odd-colored pixels) around text.

· Delete the original image. 

Insert, rather than paste or drag graphics

When you copy and paste (or drag) an image or a graphic that includes an image from another program into PowerPoint, PowerPoint may create an embedded OLE object. The OLE object includes a Windows® Metafile (WMF) picture of the image. PowerPoint normally compresses images very efficiently, but it can't compress images in WMFs, so copying and pasting or dragging images into your files can make your files quite large.

If possible, bring images into PowerPoint by doing the following: On the Insert menu, point to Picture, and then click From File.  Incidentally, it's okay to copy and paste images from one slide to another within PowerPoint.

Embedded objects are easy to shrink. After you no longer need to edit the image (by double-clicking it), do the following: Right-click the image, point to Grouping on the shortcut menu, and then click Ungroup. Next, immediately right-click the image again, point to Grouping on the shortcut menu, and then click Regroup. Ungrouping throws away the OLE data and leaves just the picture — in a form that PowerPoint can now compress.

Check the master and notes slides, for oversize images and embedded OLE objects!

Don't save as PowerPoint 95–compatible PPT files

Review those Review features 

PowerPoint 2002 introduced a new review feature: on the File menu, point to Send To, and then click Mail Recipient (for Review).  Until whoever originally sends the presentation accepts or rejects changes that have been made to it, the PowerPoint file retains all the original information AND any changes or new information that the recipients add. 

If you're the Sender, here's how you can review and merge changes:

· Open the presentation. 

· Click Yes when you are asked if you want to merge changes. 

· Apply the changes that you want to retain. 

· Click End Review
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