
Photo
quality
printing

Inserted into
documents

For fast
loading

on-screen
display on
web sites

For fast
loading &
thumbnail
display in

e-mail Manage your 
disk space by
compressing

photos

WHY HOW

Your
network

disk space
is limited
to 750MB

Photo files
for photo
quality

printing are
not allowed

INFORMATION

Photo
files fall
into 4

intended
uses

Open
Microsoft

Office
Picture

Manager

1
Left column: Left

click to expand My
Pictures to see

thumbnail gallery

3
Center
column:
Left click

to highlight
specific
picture

2
Drop down

menus: Left click
Picture > Left

click Compress

5
Right column: Left click
Documents bullet > Left

click OK button

4
Drop down

menus: Left click
File > Left click

Save
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