Convert Office Documents to PDF - For Windows Users

These instructions are common to all Office 2010 applications.

1. Open your Word document. 2. File Tab > Save As...
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3. Expand Save as Type Menu > PDF 4. Save
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Convert Office Documents to PDF - For Macintosh Users
These instructions are common to all Office 2010 applications.
1. Open your Word document. 2. Main Menu > File > Save As...
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Description

Exports the document to a PDF file, which looks the same on Macintosh and Windows computers.

Learn more about file formats
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