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.

\ KEE H 5 @ =

Ny
) =
HY |

-

- Home Insert Page

COCLACEE I

j Hew Save a copy of the document
« ” . |l:‘ Word Document . .
Choose Save AS and the Optlon Of PDF or XPS- ~u Save the document in the default file
7 Open farmat,

&:,‘ Word Template

Cave 1= Save the document as a template that can
- be used to format future documents,

@ Word 87-2003 Document
Save s b Save a copy of the document that is fully

PDF or XPS

Publish a copy of the document as a POF ar
XPS file,

H Open the Save As dialog box to select from
all possible file types,

L/ Publish »
=i =4

LY
_| Close

2] word Options | |X Exit Word

Name your file and click on “Publish”
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