
Saving to .pdf 
 

Saving a letter of recommendation to a .pdf file is easy in Office 2007.  With your document open, go to the Office 
icon in the upper left corner of Word. 
 
 
 
 
 
 
 
 
 
 
Choose “Save As” and the option of PDF or XPS. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Name your file and click on “Publish” 


