How to save a PDF file

In the following tutorial we will explore how to create a Portable Document File (PDF) in Word 2013 and Google
Docs.

From within your Word Document select the File drop down menu and click on Save as.
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Select Computer and type a file name. Then below the file name you will select PDF.

Save As

® | b Libranes + Documents b Sampke ~ | 4y | Seceon scmpie

'::vﬁ Other Web Locations [ E———" == ©

O McrosctWord o Documents library Rerange b Folder >

Sample

& comue

F Favocnes 4 rame i Date mcified Type Size
B Desitop %
18 Downloads
1 Recert Places

87 My Waord File VH/INE GALPM. Mool Word [ 13KE

B videcs

File name=  How o save a PDF file -

Seve st hypes

Word Decument

Wead Macro-Enabled Decument
o §7-2003 Docurment

‘Woed Tem)

‘Werd Macro-Enabled Template
\Wead 97-2003 Ternplate

Authore

Wiesks 6 - 9 Docurment

Click save.



In Google Docs, open the file you would like to save as a PDF
Select the word File next to the blue Google Docs Logo.

Choose Download as, PDF Document.
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From the popup window choose Save File and click OK.
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You have chosen to open:
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which is: Adobe Acrobat Document
from: https://docs.google.com

What should Firefox do with this file?

() Open with ’Adobe Acrobat (default)
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Do this automatically for files like this from now on.

Your new PDF file can be found in the downloads folder.



