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Save file as PDF 
 
 
 
 
 

1. Click the Microsoft Office 
Button,  
 
 

2. Point to the arrow next to Save 
As,  
 
 

3. Click PDF or XPS.  
 
 
 
 
 
 
 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
 

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 


