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Training Handout — Microsoft Office 2007
(PDF add in)

To Add PDF maker to Office Applications:

1. Go to Save As/Select “Find add-ins for
other file formats”
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Save the document in the default file

Open format.

fi 1] Word Template

= Save the document as a template that can

Conyert
be used to format future documents.

= Word 37-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003,

Save

Find add-ins for other file formats

= Learn about add-ins to save to other
formats such as PDF or XPS,

Save As | F

Print L3 —J Other Formats

=
Open the Save As dialog box to select from
all possible file types.
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2. Select “Install and use the Publish as PDF
add-in from Microsoft” and select the link.

What do you want to do?

£ Learn about PDF and ¥PS file formats

c Install and use the Publish as PDF or ¥PS add-in from Microsoft
& Install a third-party solution

To save ar expart a file to POF ar ¥PS, you mustfirst install the
Fuhlish as PDF ar ¥PS add-in for the 2007 Microsoft Office systemn.
01. Gotothe Microsoft Save as PDF or XPS Add-in for 2007

Microsoft Office programs and follow the instructions an
that page.

2. Afteryou install the Publish as PDF ar ¥PS add-in, you can
exportyour file to POF or ¥PS. Find links to more
information about how to do this in the See Also section.




3. Select “continue” to validate.

4. Select “Download” and the checkbox to
accept license.

5. Select “Continue.”

6. Select “Run” to install.

7. Select “Ok” to complete the installation.
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crosoft Save as PDF or XPS Add-in for 2007

¥ou musk accept the Microsoft Software License Terms in order to continue the installation.

PLEASE WOTE: Microsaft Carporation {or based on where you live, one of its affiliates) licenses this
supplement ko you. You may use a copy of this supplement with each validly licensed copy of Microsoft 2007
Office System Deskkop Application software (the “software™), You may not use the supplement if you do not
have a license for the software. The license terms For the software apply to your use of this supplement.

Ta read the license terms, ga to the “Help” menu in the software, Micrasoft provides support services far
the supplement as described at wiw, support, microsoft. camjcommon/international.aspx.

EULAID:012_RTM_CLT.0_SUP_EN

Click here to accept the Microsoft Software License Terms.

e Download - Security Warning

Do you want to run or save this file?

Mame: SaveAsPDFandyPS.exe
Type: Application, 933 KB

From: download.microsoft.com
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While files from the Internet can be ugeful, this file type can
@ patentially harm your camputer. 1f pou da nat trust the source, do not

T o save this software. What's the risk?
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The installation is complete.




To save Office document (Word, PowerPoint) as
PDF, select Save As and “PDF” and “Publish.”

New Save a copy of the document

[’1_“,‘ L Word Document

= save the document in the default file
Open format.

fw ‘Word Template
Save = Save the document as a template that can

be used to format future documents.

@_ = Word 37-2003 Document
Save As |k T Save a copy of the document that is fully

compatible with Word 97-2003.

[ PDF or XPS
Publish a copy of the document as a POF or

XP5 file,
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Open the Save As dialog box to select from

all possible file types.
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