Converting PowerPoint To Acrobat PDF Pointers

These tips and tricks apply to the native PowerPoint file before it is converted to a PDF.

Top 5 Tips and Tricks

1. Avoid gradients and backgrounds whenever possible as they do not convert well in Acrobat. A gradient is a diffusion of color, such as a rainbow; use solid colors whenever possible.

2. Avoid transitions between slides and animations, as these don’t convert well and add to the file size. 

3. When using logos such as the DOE logo, resize the image and add the appropriate background color before inserting it into the PowerPoint file.  Try not to use transparent images as they significantly add to file size.

4. Avoid resizing images in PowerPoint because PowerPoint still has the “full-size” image within it and therefore it also contains the larger file size for the image.  When possible use an outside photo editor to resize your images and then import them into PowerPoint. Use 200 dpi as the highest resolution for images, usually 96-100 is adequate for printouts.

5. Delete any unnecessary images.  Images, such as photographs, usually have a larger file size than a line/bar graph.  So if these photos are unnecessary for web posting, you may choose to delete these images. Do not paste over existing images, delete them before pasting new images.

More Advanced Tips and Tricks

1. In PowerPoint you can edit the master slide which sets up the slides for the entire presentation by choosing View>Master>Slide Master from the dropdown menu.  Then you can select each image by left clicking on it, then select edit>cut from the dropdown menu.  Next open Photoshop and choose file>new from the dropdown men;, click ok when the new dialog box pops up, and select edit>paste from the dropdown menu. Then choose file>save for web> and save the image as a jpeg or gif depending on which file size is smaller. Then you can import your new image back into the PowerPoint presentation, except now it’s optimized for the web.

2. Images with transparent borders will increase the file size of a PDF and they are not accessible (508 compliant).  When the file is made accessible the transparency will no longer be intact.

