Reducing image sizes in artifacts
These instructions are to help you to resize any images that you want to upload as artifacts, or to paste into Word documents or Powerpoint presentations.
1. Download and install Irfanview from http://www.irfanview.com/
2. Run it, and choose File, Open from the menu, and find the picture you want to resize.

3. Go to the Image menu, and choose Resize/Resample (the keyboard shortcut for this is Ctrl+r). 

4. You will get a dialog like the one below:
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5. For displaying images on a monitor, they should generally be not much wider than 1000 pixels. You can set this by typing this into the Width box under Set New Size, with the Units set to Pixels.
6. To avoid making your picture looked ‘squashed’, make sure the Preserve aspect ratio box is checked. This changes the height proportionally to the width, or vice versa.
7. You can also choose the quality of the resize, from the Size Method section at the bottom right of the dialog. If you have a fast computer, choose Resample and Lanczos filter for the best results.

8. After clicking OK, you can go to the File menu and choose Save (or use the shortcut Ctrl+s) to save your resized image.

You can also do a conversion of multiple files at once by going to the File menu, and choosing ‘Batch Conversion/Rename’. Add the files to be changed to the left part of the dialog, choose where they go on the right, and click ‘Set Advanced OPtions’ to allow resizing.

