Saving Word as PDF Files

Click the Office Button

Click on the round Microsoft Office

Button at the top left of the screen,
after you have completed the Word
document.

This button opens a drop down menu
with the options to Save and Save
As. If you click Save, the document
will be saved to the location and in
the file type you have already estab-
lished. If none has been established,
Word will prompt you to do so. By
choosing Save As, you will have the
option to save the document in a dif-
ferent location and file type.

Save As PDF or XPS

Point the cursor to Save As. Saving
options will be displayed.

Click on PDF or XPS.

Publish

Select the location of where you
want to save the file.

Name your file.
“Save as type” will indicate “PDF.”

Click Publish.

nnnnnnnn

Review  View

Save a copy of the document
iy Word D
Save the

fv] Word Template

(@ Templ

H Save — | savethe document as a template that can
h be used to format future documents,

=517
e

Paragraph

s 3 Word Document.

Dacumentl - Mi

AaBbCcDe || AaBbccDe AaBb()|
TNormal | No Spaci.. Heading 1

= [f] 3y Word 872003 Docu
H Save s | b Save a copy of the document that is fully

th
compatible with Word 87-2003.

@Evmt + | i & OpenDocument Text

Save the document in the Open Dacument
FFFFFFF

?,/f Prepare ¥ PDF or XPS
,; PuBlish 3 copy of the dacument a5 a PDF or Weay,
P file.

‘aj' Send  »
=] OtherF
Open

the Save As dialog box to select from
7 publish > all possible file types.
=
s
]

] Word Options | | X Exit Word

I Publish as PDF or XPS

Al

Savel: (L) My Documents  0-0 X3
I Recert Blustooth
Documents Camtasia Studio
(& Deskiop (] My Data Sources
iy Gongle Gadgets
My )
=] Ay usic
Document:
ocuments e
My
% Computer My Pictures
— L
et
i Onefiate Hatebaoks

Fenane:  [Gga

Save as Lvue:@

¥ Open fil after publihing
Optimize for: ' Standard (publishing ariline and printing)

€ inimom size {publshing enline)

[KJEY

Cptions...

Took |~

pd |




