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Saving Word, Excel, PowerPoint and Publisher files
In PDF format
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Dear beloved employee,

Now you can save any Word document, Excel workbook,
PowerPoint presentation and publisher publication in PDF
format without using any third-party software by following
these steps:

Adobe

Note:

* These steps is explained on Word program and can be applied to the rest
of the programs in the same way.

« Saving as PDF feature applicable for Microsoft office 2010 and Microsoft
office 2013 only —
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Protect Document

Contral what types of changes people can make to this document.

Inspect Document

Before publishing this file, be aware that it contains:
Dacument properties, author's name, related dates and cropped out image data
Footers

Content that people with disabilities are unable to read

Versions

_j There are no previous versions of this file.
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E;I Computer

Current Folder

Deskiop |y ChOOSE Where to save the document
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Recent Folders In this case I will save the document on desktop
Desktop

Reports
Desktop » GJU = Reports

Downloads
C: = Users » hadi.etawi » Downloads

FAQs
Desktop » GJU » FAQs

Reports
Desktop » Reports

Documents
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Save As

v & Search Desktop ¥l

Organize « Mew folder = - @
\/ A . Date modified Type
& SkyDrive - - )
After ChOOS'n flle 5/11/2014 7:34 AM File folder
. A 9 W Thic pC 3/27/201412:39 PM  File folder
location this popup <= - [': . 4/9/2014T:35 AM  File folder
will appear = 4/9/201412:43PM  File folder
| Documents R o )
1 2074 %31 AM File folder

4 Downloads
o Music

=] Pictures
B Videos
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File name:

Save as type:

Authors:

From save as type

choose PDF

4/9/2014 955 AM Microsoft Word D...
3/5/2014 11:43 AM

/1172014 11:50 AM

= Directory Microsoft Word D...
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Saving Files in PDF format

W
Word 97-2003 Docurmnent

Word Template

Word Macro-Enabled Template
Word 97-2003 Template

ord Macro-Enabled Document

KPS Docurmnent
Single File Web Page
Web Page

Web Page, Filtered
Rich Text Format
Plain Text

Word XML Document
Word 2003 XML Document
Strict Open XML Document
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2 Date medified

& SkyDrive )
5/11/2014 7:34 AM File folder

327201412239 PM File folder

18 This PC _
47972014 T:35 AM File folder
m Desktop )
4572014 12:43 PM File folder
|E] Documents )
54772014 %31 AM File folder
m Downloads X
U Musi ison-W7-Wa-Wa.1 5/11/2014 7:47 AM Adobe Acrobat D...
usic
EM 316/2014 1:12 PM Adobe Acrobat D...
|E| Pictures
47672014 %:55 AM Adobe Acrobat D...
B Videos
RPN | >
File name: | Saving Files in PDF format vl
Save as type: | PDF vl
Authors  Etawi, Hadi Tags: Addatag

Optimize for: (@) Standard (publishing

: - Options...
online and printing}

@ LT Open file after publishing

(publishing online}
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