Saving a word document to a .pdf

1.

Once you have completed your word document and are ready to save it, click on file then save as
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‘Word Template (*.dotx)

‘Word Macro-Enabled Template (*.dotm)

‘Word 97-2003 Template (*.dot)

PDF (*.pdf)

XPS Document (*.xps)
N_Sing\a File Web Page (*.mht*. mhtml) ﬂ
‘Web Page (*.htm;™ html)

‘Web Page, Filtered (*.htm;*.html)
Rich Text Format (*.rtf)

Plain Text (*.txt)

‘Word XML Document (*.xml)
‘Word 2003 XML Document (*xml)
OpenDocument Text (*.odt)
‘Works 6 - 9 Document (*.wps)

3. You will then save the document in your chosen location



