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INTRODUCTION

We all deal with Image files but often in a way that causes lots of inconvenience, especially when they are sent from one person to another.  Most of these problems can be avoided with some knowledge.
This FAQ is aimed at people who think (some correctly) that they nothing about computers.

IMAGE FILES
The ones most frequently encountered are Photos produced by digital cameras  or smart phones, and Scans from All in Ones or smart printers.  There are different types of image files.  The computer differentiates between them by looking at the last 3 characters in the file name, after the full stop.  The most common are .jpg (photos and scans) and .pdf (scans).
Both of these file types often generate huge file sizes.  Why?

FILE SIZES

Images vary in quality.  The better the quality the bigger the file size.  One factor that affects the quality is the resolution – the higher the resolution, the bigger the file but the better the image.  Another is the physical size of the image when printed or displayed.  A thumbnail is a tiny file compared to a full size A3 image. 

There are other types of image files which produce monster file sizes such as .bmp files.  These are sometimes seen as scans – my advice is don’t use them.  Ever. 

DEFAULTS

The reason we all see and experience so many problems with image file sizes is that the devices we use to make these files are defaulted by the manufacturers to use the biggest sizes possible.  Why?  Possibly so as to produce the best quality output.  However, sometimes this is not what the user should want.

PROBLEMS

The biggest problem is e mails.  Image files, whether photos or scans, are often sent to other people as e mail attachments.  The attempt often fails.  This is because a great many e mail service providers limit the size of attachments – a typical limit is 10 MB (10 Megabytes) per e mail.  Just 2 high resolution images can exceed this!  FYI, Hastingwood uses a 10 MB limit for our mail services.
E mails actually increase file sizes by 15% or so in the process of sending the attachment, so even two 5 MB files would exceed the limit.  

Even if your mail provider permits larger attachment sizes, the recipient’s provider may not – and they BOTH have to pass the mail along for the send to succeed.

OTHER PROBLEMS

Even if the mail gets through, it will take a long time as there is so much data to send.  

Large files take up lots of storage room on hard drives or memory sticks.   
SOLUTIONS - RECEIVERS
Are you a Sender or Receiver?  If you are waiting to receive a promised e mail and it just will not get through…  the odds are you need to send a copy of this note to the Sender.  Ask if the mail has image attachments.  Check with your e mail provider what limits are set on attachment size.  10 MB is very reasonable.

SOLUTIONS – SENDERS

Sorry, but this needs some thought.  Should you change the defaults on your camera or scanner?  (Or get someone to do it for you).  There are other ways of dealing with matters if you don’t mind the storage issues, at least for photos.  

The pdf files (you may also see them referred to as Acrobat files) cannot be easily compressed after they are made, so it is recommended to set your Scanner for minimum file sizes if it produces pdf outputs.  This very rarely compromises anything that matters.

Changing your camera setting to lower resolution is an easy “once and for all” way of getting smaller file sizes, but image quality and size is reduced.  Does this matter?  For example, in addition to sending work related images to colleagues, you may want to keep family photos in the best quality obtainable.  In this case, you can alter the camera setting on the fly, or you can leave the default at “Best Possible” and deal with the e mail consequences with some computer work.
MAKING SMALLER FILES FOR E MAIL – Phone Cameras
This may be almost too obvious to be worth saying but if we are to use a Computer to help, this cannot apply to sending photos by e mail direct from a smart phone.  Then there is no choice but to change the resolution on the phone camera before taking the picture unless you are lucky enough to have a smart phone that gives you other options.

What you can do is to upload the images to a computer, and then work on them prior to sending the e mail.

MAKING SMALLER FILES FOR E MAIL – Cameras
Let’s assume that you have the required photos on your computer as high resolution and therefore large files.  They are stored in a folder, say photos10.  
All of what follows also assumes you can navigate to this folder using Windows Explorer.  (Open with, for example, the Windows Key + E).

There are two ways of sending e mail friendly small versions of these files by e mail.  One I am going to mention and then ignore as it needs more expertise than should be assumed.  This is to run an image processing programme to make small file versions of the source files in folder photo10.  Examples include Irfan View, Windows Paint, Paint Shop Pro and so on.  These small files can be stored alongside the originals or in a sub folder “Small” for example.
Here is the other way.  

Navigate in Windows Explorer to the folder, photos10 in our example.

Select the photos you want to send in one e mail.  Control + Click allows you to build a selection.  Control + A selects All.

Right Click on any part of the selection.

In the context menu that appears, slide down to Send, and then slide down to Mail Recipient.

You now have a small dialogue box in which you can select from a range of image sizes, together with an overall attachment size indicator.  The sizes range from small through to original (no size reduction).  

Having made your selection, Windows will open an e mail in your defined default e mail programme and attach reduced size versions of your selected images.  You can edit the mail header and content that is pre defined, and include your own text.  Click Send – that’s it.

Windows does not alter the original image files.  Nor does it save the reduced files anywhere convenient, although you can do so by choosing “Save As” all the attachments on your Sent E Mail.

BIGGER FILES & VIDEOS

As you may have found, Video clips are almost always too big to send by e mail.  There is a convenient work around however if you know enough to open and run a free Drop Box account.  (Or you know someone who can show you).

If you upload your video or other large files to your Drop Box account, you can then generate a simple url link from the drop box site which you can then forward by e mail to you intended recipient.  All they have to do is click on the link and sit there watching the file download from the Drop Box site.  Multiple files can be zipped (compressed) together for mutual convenience.
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