
How to - Reducing PowerPoint file size 
 
We have a file size of 30mb to upload into Moodle, which can be an issue for 
some PowerPoint slides that have large numbers of large images.  This short 
document shows you how to reduce the size of the slides. 
 
1) Open the PowerPoint that you wish to compress. 
 
2) If not already open, open the picture toolbar by selecting: 
View -> Toolbar -> Picture 
 

 
 
 
 
3) Choose “Compress pictures” from the picture toolbar. 
 

 
 
 
4) The dialogue box that appears has three sections: 
 

 
 
 

Press OK and your presentation will be compressed. 

Apply to  
Choose “All pictures in 

document” 

Change resolution 
Choose “Web/Screen” 

Options 
Choose both “compress 

pictures” & “delete cropped 

areas of pictures” 


