
Make your photos smaller using PowerPoint: (illustrated)  

Open PowerPoint 

Ribbon tab Home ς Layout ς Blank 

 

  



Ribbon tab Insert ς Picture  

 

  



Right Click on Picture and Save as Picture 

 

  



Select jpg as format for picture (use a new name so you do not overwrite the 

original)   

 

 

The resulting jpg picture will be sustainably reduced - frequently by more than 

80%.  The smaller picture is highly desirable when attaching to an Access database 

or an email message or for posting to a web page.   

 


