How to Save a File as a .pdf in Microsoft Word

1. Click the File tab
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Assignment 1

Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem |
Ipsum has been the industry's standard dummy text ever since the 1500s, when an
unknown printer took a galley of type and scrambled it to make a type specimen book_ It
has survived not only five centuries, but also the leap into electronic typesetting,

unchanged t was the 1960s with the release of
Letraset sheets containing Lorem lpsum passages, and more recently with desktop
fty Aldus PageMaker including f Lorem lpsum N

2. Click Save As
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3. Inthe Save as type dropdown menu, select PDF (*.pdf)
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4. Click the Save button
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Notes:

e The above screenshots were taken from a computer using MS Word on a PC. MS Word on a Mac may vary
slightly.
e By default, MS Word saves all documents to the Documents folder in your computer. You can select any location

any location to save your file.



