Technology Integration & Instruction

MS PowerPoint: Saving and Sharing

Windows version 2002

You should compress the images in your presentation to reduce the file size of your final
project. You can also save your project using the “Pack And Go” feature; this allows your
presentation can be viewed correctly on any computer.

To compress images:
When you are ready to save the final version of your project, go to File>Save As.
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Save As... o

Click on the drop-down menu next to the Tools option and choose Compress Pictures...

) hs powerpaink j & [ » Tools

Save Oplions...
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Compress Pictures. .. f

Using the example below, check the prompts and then click OK.

Apply ko
P ) Note: click Apply if the following
- .
Al pictures in document warning screen appears.
Change resolution
™ wweb/Screen ompress P
* Print Resolution: 200 dpi o ] .
= Compressing Pickures may reduce the quality of your images. Do wou want ko
" Mo Change apply picture optimization?
Options
W Compress pictures | Don't show me this warning again.
¥ Delete cropped areas of pictures Apply | Cancel
oK | Cancel
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MS PowerPoint: Saving and Sharing (continued)

Continue saving your project on your USB drive or in another location.

zname:  [HSPPT music.ppt | Save

ve as bype: [Presentation (* ppt) x| Cancel

“Pack and Go”
Once your presentation is ready to share, or burn to CD, go to File>Pack and Go.
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Save As...
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Click Next to begin to begin the Wizard.
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Skart

Pick files to pack. This wizard helps you package your entire
presentation ko give on another computer D

Click here.

Choose destination

Links

Finish |

E,l Cancel | | Mext =

Follow the prompts to complete the Pack and Go Wizard.
The default prompts should work correctly for your presentation.

When directed to save the presentation, choose your USB drive, or else burn the project to a CD.
Ask your teacher or use the Help files if you need more information about using the Pack and Go
feature.

When the Pack and Go process is complete, two icons will be created. These are the files that
you will use when sharing this presentation. These files will be shared onto another computer to
run the presentation.

PMGSETUR.EXE  PRESO.PRZ
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MS PowerPoint: Saving and Sharing (continued)

To run the presentation:
Insert the USB drive or CD containing the Pack And Go files.
Double click the .exe icon to download the presentation on the computer’s desktop.

and run this file.

Double click to open ’j .

C=:

PMGSETUR.EXE  PRESO.PPZ

The following message will appear; navigate to the desktop of the presentation computer in order
to download your project.

Hack and Lo Setup

Extraction might take a Few minutes and will ask you Far
additional disks if needed,

Select destination Folder:
=) Desktop

) hs powerpaint
) library pics
) oy mise

The PowerPoint presentation will now appear on the shared computer’s desktop.

You will also see any sound files and media that were saved during the Pack And Go process;
these files need to stay on the desktop in order for the presentation to run correctly.
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