Office 2007: Saving a Document as a PDF

Introduction

PDF means portable document file. A pdf file looks the same on

the screen as it does when it is printed.

Saving a Office Document as a PDF

1. Click the Office Button
2. Move the cursor down to Save As.

3. Click PDF or XPS from the right side of the drop-down screen.
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Office 2007: Saving a Document as a PDF -- continued
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6. The file should be saved in the same folder as the source file.

If you don’t see the option of saving a file as a
pdf, you’ll need to download a plug in. Visit this
Microsoft website http://www.microsoft.com/en-

us/download/details.aspx?id=7. Click

from the right side of the screen, and watch the
monitor. Try saving the document again. PDF or
XPS should appear as a save option.

Rev. A 09/18/2012 Page 3 of 3


http://www.microsoft.com/en-us/download/details.aspx?id=7
http://www.microsoft.com/en-us/download/details.aspx?id=7

