Create an Adobe PDF File from a Word Document

***Y ou must have the FULL VERSION of Adobe Acrobat for this function to work. ***

Step Action

1 Create your Word document.

File | Edit  Wiew Insert Formak Tools  Table

2.
. . = Open... Chrl+0
A. Click File. i >
Close
B. Mouse downto Print. Save As...
Page Setup...

@,‘ Prink Prewvisw

S print.. Chrl+p
LF:A. . \Aadobe POF for Ward.doc

3. |A. Mousedownand click G 2

rPrinter
Adobe PDF. , .
Mame: Q% HP LaserJet 2100 v Properties |
. 4 ActiveTouch Document Laader
- - Status: . Find Printer... |
B. Click Print. Type:
Where: ™ Print to file
Caomment: ™ Manual duplex
| % Smart: Label Priliter 220
rPage range 6 Snaglt 7 =
= al TIOMBbEF Gf COpIES: 1 5‘
[ Current page € Selection
" Pages: 11 11 ¥ collate
Enter page numbers and/or page ranges ' '
separaked by commas. For example, 1,3,5-12

Prink what: IDocument j rZoam

J Pages per sheet: |1 page Yl
-
Scale to paper size: IND Scaling VI

Options... | K I Cancel |

Prink: IAII pages in range

***NOTE!  You must havethe FULL VERSION of Adobe Acrobat
for this function to work.
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Create an Adobe PDF File From a Word Document (continued)

Step | Action
4, A. Click the » of the - e
dI’Op down menu of Savein: | 3 My Documents j = £ v
the Savein box, and chm%b[)esktup
select the directory Carel é"gi”;ﬂpp“;’[ 5
where you want to st =) | gcal Disk ()
save thefile. My E? [ Documents and Settings
My Pig (] Default User G150
B Select the folder My W 'a by Documents
where you want @ Compact Dizc (D]
to save thefile. % gﬂgersm on E Emnﬂ :gsers' [IF[:I;
: personn on ol\Groups' [G:
Flle name) = Gaocket on F164%oll\Groups' (H) | Sae |
=2 Org? on 'F164% ol Latus' L] = C |
R S el on FIBAVT' N & ﬁl ’ﬁ
—_— ) 3 Cererewn cn TTRANWAA O -
Save As PDF G T =
5. A. Typethe name - . ]
of thefile. Save i I 5] Anita - Computer Skills j = &5 ER-
. @.ﬁ.ttach a file in Lokus, pdf
B. Click Save.

'@ Computer FileStructur esd, pdf

@Glussary.pdf
'@ WardPerfect, pdf

D ocument] .

File narme;

| Save I
j Cancel |

Save as type: IF'DF Files [*. pdf]
A

*** You must havethe FULL VERSION of Adobe Acrobat for this function to work.
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