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Optimising MS Word file sizes manacement [

Word documents can become relatively large files when many images are included without
considering the size of those images.
In the case of Emergency Management Plan documents, you may have numerous images for:

® Area Map.

e Site Plans.

e Evacuation Routes.
e Evacuation Plans.

You should aim to have your document no larger than 3 Mb.

The current version of MS Word used by DEECD provides some built-in options you may not be
aware of that can significantly reduce your file size easily.

Take the actions described below after you have completed your EM Plan and all images have been
included. Also, if you are interested in seeing how the file size is affected by these actions, save the
file first and note the file size.

After completing the actions below, save the file and see what affect this has had on the file size. In
an example EM Plan, the file size was reduced from 6 Mb to 3 Mb.

You can also refer to this Microsoft article:

http://office.microsoft.com/en-au/word-help/reduce-the-file-size-of-a-picture-HA010355854.aspx

Setting Word File Options
This applies to the file currently being edited.

Select File at the top left of the window, then Options.

Word Options (2 [t
Se|eCt Advanced |n the Ieft General Pasting between documents: Keep Source Formatting (Default) [ = | 2
Display Pasting between documents when style definitions confliet: | Use Destination Styles (Default] [« |
menu. Prosfing Pasting from other programs: Keep Source Formatting (Defaulf) |« |
Insert/paste pictures as: In line with text [+ |
Save _
[¥] Keep bullets and numbers when pasting text with Keep Text Only option

[] Use the Insert key for paste

Language

[7] Show Paste Options button when content is pasted
[¥] Use smart cut and paste Settings...

Quick Access Taolbar Image Size and Quality 1] doex[ - |

Scroll down until you see the
Image Size and Quality heading.

Customize Ribbon

m

Add-Ins [ Discard editing data
[7] Do not compress images in filg i

Select 150ppi agaInSt ”Set st center mde(aulttargetnutgutto:
default target output to”. A

[] Show background colors and images in Print Layout view

[ text wrapped within the document wind
[7] Show picture placeholders
. [¥] Show drawings and text boxes on screen
Click OK to save the changes. 1 2w s
[#] show baokmarks
[ Show text boundaries
[] show erop marks
7] Show field codes instead of their values
Field shading: | When selected [~ |
[] use draft font in Draft and Outline views

e | Courier New
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. Compressing images in the document

Navigate to any image in your
document and click on it to select it
(a dashed border will appear to
indicate it has been selected).

Area Map

You should then see a Picture Tools
menu option at the top of the I-

window. Format
HOW Layout References Mailings Review
Click on Format. A set of tool bar % Brightness{’ )ICO,,,D,“, — ‘ L— N
options will be displayed. @ Contrast ~ —J o °/ Q, -
Shadow Picture = weight
&g Recolor ~ Effects Border :
Adjust Shadow Effects Border
!
Compress Pictures ?&u
Compression options:

[ Apply only to this picture
Delete cropped areas of pictures
Target output:
Print (220 ppi): excellent quality on most printers and screens

Select the Compress Pictures

option. :
@ Screen (150 ppi): good for Web pages and projectors
[¥] Compress pictures *) E-mail (96 ppi): minimize document size for sharing
[V] Delete cropped areas of pictures @ Use doament resolation
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On the pop-up form Set the options as shown above (you
may see either of these), and click OK.

I Compressing Pictures may reduce the quality of your images. Do you want to
apply picture optimization?

Click Apply on any confirmation.

Remember to perform these actions after you have completed your EM Plan and all images have
been included! Repeat the Compressing action if you add any more images.



Resizing images in MS Paint

You may be able to reduce an individual image’s size using MS Paint.

You basically get the image into MS Paint, resize the image there, then copy and paste it into your

document.

Open existing

— | picture file in MS

paint
Select and copy Open MS Paint
— | animage in your and paste the
document image in

If the image exists as a file on your computer,
locate it in Windows Explorer, then right click on
the file name and select Edit. It should open it in
MS Paint.

Resize the image

Replace the
Copy the image image in your
document

If the image is in your document:
® (Click on the image to select it.
e Right click on the image and select Copy.
® QOpen MS Paint.
®  Press Ctrl+V to paste.
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The image should be displayed in MS Paint. Ensure the window is maximised.

If the image takes up more than the window size and you must scroll up/down to see it all, there

may be scope to resize it.
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If you can see all or most of the image, resizing it may not provide much improvement.

i
If you decide to try resizing, click the Resize option on the Home tab.

Ha Y: 1| & Grop

Clipboard Image

Try resizing to say 70%.

Resizeand Skew e
Resize
B: @Percentage  © Pixels |
—
1 Horizontal: 6
DI Vertical: 70
[¥] Maintain aspect ratio
Skew (Degrees)
=
Y 4 Herizontal: 0
QI Vettical: 0
=)
N
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Keep resizing to 70% until

a) The image is wholly or mostly visible and
b) Any text is still readable.

If you resize too far, press Ctrl+Z to undo the change and return to the prior size. You could then try
80% instead.

a
Select the entire image by pressing Ctrl+A.
Copy the image by pressing Ctrl+C.
q
Return to your Word document.
If the image is already there, delete it.
Click on the spot you want the image placed.
Press Ctrl+V. The image should show in the document.

If necessary resize the image on the page so that
you avoid following blank pages by clicking on
the image and then clicking on the bottom right
hand “square’ and dragging the mouse in to
make the image smaller.




