Faculty Technology Resources
MS Office 2007 Recommendations

Save file as PDF
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1. Click the Microsoft Office p Been
Button, o
Save A »

Point to the arrow next to Save
As,

copy of the document

= = Word Document
=| Save the document in the default file

format.

‘Word Template

Sawve the document as a template that can
be used to format future documents.

= Word 97-2003 Document
=| Sawe a copy of the document that is fully

compatible with Word 97-2003.
PDF or XPS

[ 3 Word Optjons | | X Exit Word

Print
Publish a copy of the document as a POF or
XP5 file,
Prepare » Other Formats
H Q the 5 As dialog box t lect fi
3. Click PDF or XPS. Srsn e o et leadatasnc i
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aE’ Publish  »
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Publish as PDF or XPS
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File name: _dcscument.pdf. \_r
(7] Open fie after publsing
Optimize for: (3 Standard (publishing onfire and printing)
() Minimum size {publishing online)
@ o ) (o
4. In the Save as type list, click PDF (*.pdf).
5. In the File name field, type a name for the document.

6. Click Publish.

If the Open file after publishing option is selected, the document will open in Adobe

Acrobat

www.albany.edu/its/ftr/




