Converting Files to PDF Using Adobe Acrobat 7.0

Objective 1: Convert Microsoft Office files (Word, Excel, PowerPoint) to PDF.

Use the Print Command to convert Microsoft Office files of PDF.

To Convert to PDF using the Print Command
1. Open your Word, Excel, or PowerPoint file.
2. Click File on the Menu bar then click Print.
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3. In the Printer section, click the Name drop down list and select Adobe PDF.

4. Click OK.

5. Choose a location for saving this file and give the file a name. Then click Save.

6. The conversion process may take a few minutes. When complete the newly created PDF file will
open inside of Adobe Acrobat for you to make further changes such as adding book marks.
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CutePDF Write Option

If you are unable to purchase Adobe Acrobat you can use a free download of CutePDF Writer:
http://www.acrosoftware.com/Products/CutePDF/writer.asp to create PDF files. This will not give
you all the special features like creating forms but it will convert files to PDF format.

Go to the website listed above. Download and install the Converter file. Then download the file
marked “Download” and install it. See the picture below for more information:
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After installing CutePDF Writer you will notice that most of your programs (Word, PowerPoint,
Excel, etc) now have the CutePDF Writer listed as a printer just like the Adobe Acrobat example.
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