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Compressing and Zipping Files 

 

1. Pictures Files 

 

To compress all pictures in PowerPoint 2007, double-click on one image.  Select 

‘Compress Pictures’ from the Format ribbon.   

 

 
 

Click OK on the dialog box. 

 

 
 

 

2. Zipping PowerPoint, Word, & Excel Files 

If you have multiple files, place them all in one folder.  Next, create a new zipped file by 

right-clicking on the Desktop, going to New, and choosing Compressed (zipped) Folder.  

Now simply drag your folder (the one that contains all of your files) into the compressed 

folder.  Only upload the compressed folder into Moodle. 

 

 
 

 

Compressing and Packaging Office 2007 Files 
 

Idaho State University 
Campus Box 8064 
Pocatello, ID 83209 

208.282.5880 

Copyright © 2009 by ITRC 

This document may be reproduced for individual or nonprofit use. Users acknowledge that the manual, and all 

copyright and other intellectual and proprietary rights therein, are and at all times shall remain the valuable property of 

the author. Users agree to respect and not to alter, remove or conceal any copyright, trademark, trade name or other 

proprietary marking that may appear in the manual. Please send comments to itrc@isu.edu. For more information 

about the ITRC, visit our Website at http://www.isu.edu/itrc. 


