IMAGES
Module #13
Adjusting
Note: The following information is applicable regardless of the delivery format (ie. in person,
online)
INTRODUCTION
PowerPoint has become the standard for delivering content to an audience – in person, and
online. It is an excellent and versatile tool if it is used effectively. But it may not be the best
choice for every presentation. Think carefully about the content being delivered. Would it be
better served by a demonstration, or a hands-on activity? If it is not the primary tool for
content delivery, could it be used as an organizational tool to support and provide the
framework for a demonstration or other method of instruction?

POWERPOINT
If you have chosen to use PowerPoint for any purpose, there are strategies for maximizing its
effectiveness. What follow are guidelines to the mechanics of a strong PowerPoint
presentation. Most of these guidelines can be followed for a PowerPoint show being presented
on a large screen to an audience, or via a computer screen using Zoom. Where needed,
options will be explained.
Adjusting Images
PowerPoint provides a suite of tools for adjusting and modifying images in your presentation.
There are several ways to access these tools.

1. Double click
the image on
the slide
2. Click/select the
image then
from the tool
bar at the top
of the
PowerPoint
screen choose
Format, then
Format
Object

3. Click on the image then from the menu bar choose Picture Format, then Format
Pane
4. Right click on the image to access a drop down menu

All three methods will give you access to new tool buttons across the top, as well as access to
the Format Pane.

There are some advanced tools that could be used to adjust the quality of your images, but for
our purposes we will focus on the most common - Resizing, Cropping and Compressing

On a PC
•

•

Click on the image, then choose
Picture Tools above Format
on the menu bar OR double click
the image
Click on any of the drop down
symbols to get access to the
Format Picture pane

Resizing Images
This is done so that the
image fits the slide properly
and doesn’t bleed over the
edges. In the Format
Picture Pane, choose the
Size window. Select Lock
aspect ratio. This will
prevent stretching the
photo, keeping the ratio the
same.

Any corner can be selected and
dragged to get to the desired size.
All images on the slide are best
placed with at least a small border
around them to avoid anything
being cut off during the
presentation.

Click and drag
a corner.

To adjust your image so
that it is ideal for
presenting, you can click
on Best scale for slide
show, then choose 1024
x 768 Resolution.
If this changes the
physical size of the image
on the slide, just grab
the corner to resize it to
fit.

Cropping
Photos can be cropped
to make them fit onto
the slide and to reduce
un-needed material in
the image. The Crop
tool is found in the
Tool Bar, as well as
through the Picture
tab in the Format
Picture pane.

Grab the sides or corners and cut
out the pieces of the image that are
not needed.

From this same window you
can reduce the file size of
the image by deleting the
area that has been cropped.
Use the Compress button
and choose the option for
deleting the cropped area.
You can opt to do this on
just the photo you have
selected, or all the photos in
your presentation that have
been cropped.

On a PC
The Compress button is an
icon on the ribbon

Presentation File Size
Images or graphics with a higher resolution are larger files. If you have a PowerPoint
presentation that includes many high resolution images, it can result in a very large file which
can be an issue, especially if using it with an older version of PowerPoint software or on an
older computer.

One way to help keep the
size down is to compress
your images. We saw one
way to do this by deleting
cropped areas (see above).
This can also be achieved
by reducing the file size of
individual photos, or of all
the photos in a
presentation.
How much you decide to
compress will depend on
the purpose of the
presentation. PowerPoint
provides options for resizing for presenting on screen, for sending as an e-mail (these are the most commonly used)
and others. Double click an image, then choose Compress, then All pictures in this file, or
Selected pictures only.
If you are opting to reduce your image file sizes, be sure you retain the option of keeping your
higher quality images by creating a new file for each purpose (File, Save As).

