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At times, file sizes are important on your website. If you have a large document with lots
of graphics — it can take FOREVER for your parents to open. To combat this, sponsor-ed
websites have a 10mb file uploading limit. This means that any file bigger than 10mb
won’t be accepted into your media folder.

If you have a large newsletter or a school booklet that you need on your site — here are
the steps to reduce the size of your file, having little to no bearing on what the images
look like on your document. In our experience, most newsletters and documents are
produced in Publisher or Word — please follow the appropriate steps.

MICROSOFT WORD

1. Open the document in word and click on one of the images in the file. The square
boxes should appear around it.

Creating and embedding a Google Form

Google Forms is a free form builder that works seamlessly with the sponsor-ed system.
Displaying forms on your site for absences, feedback and contact us are very popular
amongst our schools. Here you will find out how to create a Google form and embed it
on your site. The responses can then be emailed directly to one or multiple email
addresses of your choice. If it all seems to much ~ please ask us, we'll do it for you!

1. Goto; httpsy//www.google.com.au/forms/about/
2. Cickon Go to Google Forms.
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2. Now go to the toolbar above the document and click on FORMAT PICTURE.
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3. In FORMAT PICTURE —you will see an icon to COMPRESS. Click on this.
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4. Use the arrows to open the drop down menu.

Heduce Hie Size

Compress pictures to reduce the size of this file,
Options
Picture Quality: Best for printing (220 ppd) B‘

Remove cropped picture regions

Apply to: ©) Al pictures in this file
Selected pictures only

conce: | (D

5. CHOOSE — Best for sending in e-mail (96 ppi).

Reduce File Sze

Compress pictures to reduce the size of this file.
Options

LYY o Best for printing (220 ppd

Best for viewing on screen (150 ppl)
Best for sending in e-mail (96 ppd)
Keop current resolution
Apply to: VAN piCtUres inthis e
Selected pictures only
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6. Apply to: All pictures in this file. Save your work and your file is a fraction of the size it

once wasl
Heduce Hie Size

Compress pictures to reduce the size of this file.
Options
Picture Quality: Best for sending in e-mad (96 ppi) B

Remove cropped picture regions

=20 Applyto: ) Al pictures in this file
Selected pictures only
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MICROSOFT PUBLISHER

1. Open the document in publisher and click on one of the images in the file. The square
boxes should appear around it.

2. Click on the Picture Tools Format tab and locate the Adjust group. Click the Compress
Pictures command.
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Compress pictures in the document
to reduce its size.
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Compression savings

Current combined image size: 2371KB
Estimated combined image size after compression: 875KB

(@) comoression options . You can have all options labeled in 3 ticked.
Delete cropped areas of pictures

] . Target output should be Web
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[¥] Resample pictures 5. Apply to all pictures in the publication.
ConverthoJPEG where appropriate 6 Hlt Compress.
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@) rorget output . Save your work — it’s a much smaller file size
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(@) Desktop Printing

©) web

.Apply compression settings now

@ Apply to all pictures in the publication

() Apply to selected pictures only
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