For Mac Users

Saving Word as PDF Files

Click on File at the top left of the screen, ML Edit View Insert Format Fon

after you have completed the Word Project Gallery... Ll

document. New Blank Document 8N
Open... $0

This opens a drop down menu with the 82:: I:reocr;n[;ocument Connection... ’

options to Save and Save As. If you click Close —

Save, the document will be Save %5

saved to the location and in D Save As...

the file type you have already Save as Web Page...

established. If none has been established, Web Page Preview

Word will prompt you to do so. By choosing Page Setup...

Save As, you will have the option to save the Print Preview

document in a different location and file print... ot

type. o ’

Save As PDF

Point and click the cursor to Save As. Saving

options will be displayed. =
Save As: | Saving Word as PDF Files.pdf 8a)
Where: [ (ii] Documents )

Name your file.

Format: | PDF H

Description

Select the Iocation Of Where you Wa nt Exports the document to a PDF file, which looks the same on Macintosh and Windows computers.
to Save the file. Learn more about file formats

™ Append file extension

Options... _ Compatibility Report... Compatibility check recommended

“Format” will indicate “PDF.”
Select PDF format.

Cancel _ Save

**Be certain that the Append file extension is checked.

Click Save.



