U B c UNIVERSITY OF
NORTHERN BRITISH COLUMBIA

Information and Technology Services: Client Services:

Resizing Image Files in Email




For Office 2013

Open a new email message in Outlook

Click on Insert>Picture to insert the image you want to send

FILE MESSAGE INSERT OPTIONS FORMAT TE

ttach Outlook Business Calendar Signature | Table | Pictures
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Include Tables

Select Compress Pictures under the Picture Tools>Format Tab
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Select Target Output>Email
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Compression options:
[¥] Apply only to this picture
[V] Delete cropped areas of pictures

Target output:

) Print (220 ppi): excellent quality on most printers and screens
(") Screen (150 ppi): good for Web pages and projectors
@ E-mail (96 ppi): minimize document size for sharing

(7) Use document resolution

OK ] [ Cancel

Click OK and send your email




For Office 2010

Open a new email message in Outlook

Click on Insert>Picture to insert the image you want to send

isiness Calendar Signature

Message Insert Options Format Text Review
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Select Target Output>Email

Compression options:
Apply only to this picture
[':I] Delete cropped areas of pictures

Target output:

(") Print (220 ppi): excellent quality on most printers and screens
(7) Screen (150 ppi): good for Web pages and projectors

@ E-mail (96 ppi): minimize document size for sharing

(") Use document resolution

Click OK and send your email




