REMINDER: Emailed to a group account. Do NOT reply using the email group account.
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WHAT’s New? ]

desizi_ng Photo Attachments \

Did you know that sending many or large size photo
attachments can result to huge e-mail sizes which may not be
sent/received by the sender’s /receiver’s e-mail server.

Avoid this problem by resizing your photo attachments
without using any image editing program.

NOTE: Productivl.T.yis a regular email publication of Information Security and
IT Governance under |ICT. For comments and suggestions, kindly email:
ict-process@pijlhuillier.com

(&a(k I |§ Next> I Missed an issue¢ Click here to visit the Productivl.T.y section
in Mylink for back issues.

QK Cancel
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Resizing Photo Attachments

Letting Outlook reduce the file size of photos can save a lot of time instead of opening an image editing program.
Resizing in Outlook will only take a few minutes and can be done in two ways

Using Send to Mail Recipient in Windows Explorer

In Windows Explorer, right-click on one or more images that you want to send.
When the options appear, choose Send To, then Mail Recipient.

r Networld)pg > ?amplepictures
4| ZDJ
DPEG Ima

Edt
Preview
Print

Open With »
Scan with Sophos Anti-Yirus

P Sophos Free Encryption >
& WinMerge

$Add to archive...

S Add to “photo.rar”

& Compress and email...
B Compress to "photo.rar” and email

Send To > | ] Compressed (zipped) Folder I

Cut (2} Deskrop (create shortcut)
Copy
Create Shortcut L) My Documents

Delete
Rename

Properties

This will load the Send Pictures via E-Mail window.
Choose the Make all my pictures smaller.
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Send Pictures via E-Mail X

Windows can resize the pictures you send in e-mail so
that they transfer faster and are easier to view by the

_. recipient. What do you want to do?

I (5) Make all my pictures smaller I
O Keep the original sizes

Sy

OK ][ Cancel ]

Click the Show more options... link to select among the available sizes.

Send Pictures via E-Mail @

Windows can resize the pictures you send in e-mail so

— that they transfer faster and are easier to view by the
"—. recipient. What do you want to do?

(®) Make all my pictures smaller
O Keep the original sizes

Make my pictures this size:

O Small (fits in a 640 by 480 window)
(®iMedium [fits in a 800 by 600 window}
(O Large (fits in a 1024 by 768 window)

Show fewer options... [ 0K ]

[ Cancel ]

When the OK button is clicked, the resized image will be automatically attached in an e-mail draft.
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N _‘..‘Jy
Message Insert

Emailing: photo.JPG - Message (Plain Tex... - am x|

Options Format Text Developer @

w8 s B~ |
= 9 Y v |

photo.JPG

The message is ready to be sent with the following file or link attachments:

|‘ B L\ U=~ i= || =3
| Paste b — Names | Follow Spelling
‘ - =z ACIE E F|Y - & || up~ -
Clipboard = Basic Text ‘ln(lude £ Options = || Proofing
This message has not been sent,
[feom] | |
Goe ] | |
Ce | | |
Subject: 1 Emailing: photo.JPG j
attached: | 6] pnoto,p 71 451 |
¢ 1 2
X Jo woee @ e | . .
! Y

Using the Attachment Options in Outlook

in Outlook.

When you have already composed your mail and attached the image, you can resize the photo by using the Attachment Options

To enable the Attachment Options pane, expand the Include section of the Message ribbon.

ICTP_017_04252012

Productivl.T.y tip 88_(Outlook) Resizing Photo Attachments_04252012

Page 4 of 7




options.

‘/03 B v+ = Untitled - Message (HTML) - = X
(L)
St | =
Insert Options Format Text Developer @
= * T - o — e T3] = v
j “ ||lverdana ~l9  ~|| A" AT[|iZ - = -||&) 335 @J @ 0 I J EEES! Vi Y = :?
L B — [ 7 Y
Paste B Z D ||ab? A ~||= E; Address Check Attach Attach Business Calendar Signature || Follow Spelling
- j Book Names File Item Card~ - Up~ -
Clipboard Basic Text ] Names Include e Options || Proofing
This message has not been sent, Attachment Options
[ ErGi ] ‘ Show the Attachment Options task
W = pane to publish the attached file
3= [ T ] ‘ to a Document Woarkspace or to
Send - make the attached pictures smaller
[ Cc.. ] ‘ in size,
Subject: | \
= 1
Attached: | || photo PG (156 KB) |
A4
é- 3 | 1 | 2 | 3 | s @ SR | CEEEG 7 G 8
v y ' v ' t

When the Attachment Options pane is already enabled, select the image size that you want from the dropdown in the Picture
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Rl

FERE

Untitled - Message (HTML)

Message Insert Options Format Text Developer @
o i T > = — D 2°h ~ -
j ] Verdana .:?9 - ‘A A'“Z: - %ZV’IA‘\/” Sgﬂ @J lﬂ] g v “6 y
5 ; -9 E !
Paste 'B I U/~ A -| Address Check Follow Spelling
b f = Book MNames 2 Up~ 4 -
Clipboard ™= Basic Text {F] Names Include Options [ || Proofing
This message has not been sent, Attachment Options >
[ From... J I g Send attachments as
Cp—
=1 [ To... ] | (%) Regular attachments
3end Each recipient gets a separate
[ (T3 ] l copy of the attachments.
Subject: | (O Shared attachments
= |
= Each recipient gets a copy that
Attached: L@ photo.JPG (156 KB is also available in a Document
= = - : = Workspace and can be
D ———— 2 ] e ] & e automatically updated with
changes made by others.
Create Document Workspace
at:
Regards, ‘
IT Process and Change Management Department @ Tell me more...
1SIG Division | Networld Capital Ventures , Inc.
______________________________ =) Picture options
DISCLAIMER =
Thiz =mail message 2rd any silachments may contsin legally privieged, confidentisl or y mation. If you are Select picture size:
intanded rec (=), you ar= hersby rotified that disch g copying, alterstion and distrbution th
informatio . iz stactly prohibited. If you have ] in =rror, plesse immadistely rotify the sander and % rad i
Gaintn e Emai mesease from yeut SompLier Flases note 8t ary vens of eorars precenied o fhie cmai bre ol those o7 [ Dont resize, send originas |+
the author and do not necessanly represent those of the Company. Recipient should check this email and any attachments for the g i iai
pr:sell-\-= of viruses., The P Lhuilier Group scoepts no fisbility for any d:!'ﬂ:;-_ :s..;a by any virus [r;rsrurl:d by this =mail. The Don!f resize, send originals
2] Uhuillier Group is neither fisbie for the proper and complete transmizzion of the information contsined in this commurication ror
far any delay in s receipt.’

=) Picture options

Select picture size:

1Medium {640 x 480 px) v ll

Description:

Pictures that will work on the web
or as large previews.

S e
LW

Resizing results
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Original attachment size

Subject: | Emailing: photo.JPG
[:;.'”7 e e —
Attached: (6] photo.JPG (156 KBI')

Attachment size using

Small (448 x 336 px)

Subject: \‘Emailing: photo.JPG

Attached: (7|8 photo.JPG (45 KB]

N —— sl

Attachment size using

Medium (640 x 480 px)

Subject: | Emailing: photo.JPG

Attached: (| photo.JPG (71 KE]

Attachment size using

Large ( 1024 x 768 px)

Subject:

Attached:
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