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SCANNED PICTURE FILE SIZE REDUCTION TUTORIAL

In order to help users comply with the file size limit enforced by Asycuda World, the following tutorial
demonstrates the steps to follow to reduce the picture file size using Microsoft Office Picture Manager
software. The file size limit has been set to a maximum of 500KB per attachment.

Please note that other picture/photo editing software can equally do the task.
STEP 1:

Open the picture using Microsoft Office Picture Manager software. In order to use Microsoft Office Picture
Manager, you can right click on the picture icon and use the ‘Open with’ short cut menu Or by going through All
Programs -> Microsoft Office -> Office Tools -> Microsoft Office Picture Manager.

When the picture is opened, click ‘Edit Picture’ tool bar button shown in the picture below.

STEP 2:

Click the resize button on the palette at the right side of the window as per the picture below.
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STEP 3

Enter an appropriate percentage in the given box. For example if you want to reduce a 1000KB picture to 500KB

then the appropriate percentage in this scenario would be 50%. The picture will be reduced to that percentage.
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The program will indicate the new dimension of the picture as in the picture below.
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Click OK and then save the picture. You will notice that the file size has reduced.

STEP 4
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You can check the picture file size by right clicking the file icon and selecting ‘Properties’ as below.

The file size will be displayed as per the picture below.
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CONVERSION INTO PDF FORMAT

Converting scanned picture into pdf automatically reduces the file size drastically. PDF stands for portable
document format.

=8 B
@Qv!i Desktop » =] 43| [ Sesrch Desirop P
Cugonize > [E]Open = Shaewith > Print  E-mad  Bum  Newfolder - 0O
i Favorih . Dropbos DSC_0367jpg
=t Desk = 3 Shorcut 1PG File
- L. L0 ke 125 M8
8 Downlads Ecken
% Dropbox Shorteut
2 Recent Places ! 590 bytes
e - g g =)
FPa il PG File
= . 138 10148 Ge
4 Librasies
] ———— EdA_picturel.png . Ed#_picture]
PHG Image | PG Image] |
o Masic — e — iy %J Et_phuelong
o Pictures . s
———, Edt_pictured.png e, it pictured |
B Videos | P image | Frimage] || Tecttie: PG image (sng)
s 78 Openswth: 1] Mcrosoh Ofice Picure | Crange. |
% Computer Endurcl_docs.zip
& Local Disk (€) ‘ S RIP archiva Location S ——
ca Local Disk () o 505 KB (517213 bytes)
ile_photol
Ly al porie UGANDA ceondek 508 KB (520192 ytes)
I imwangals's Pad 156 MB -
B Yperasecs FIM CMEF final TRAVEL GRANT Created ==
UGANDA 2012.pdf
W Network |~ [ Adcbe Aciobat Document Modfed: 25 Janumy 2013114238
7l sy FMU 2013 CALEMDAR with CRC Aezessed: 2 January 13 114235
(W5 41 aocation - Revised 1.doce
Microsalt Weed Decument Aroutes:  [[Readonly 7] Hadden Advanced.
o == T3 Edit_picture2.png
[ &=  PNGImage
] i Date taker: Specdy date taken
o Dimensions: 1366 x 768
- Sece: 505 KB
O s 2520 112 =

o0 o [ R P e D



