Converting a Word Document to PDF

NOTE:  Saving (or converting) a WORD document to ADOBE format requires Adobe Professional software to be installed on the PC.

1. Open WORD document and select “print”.
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2. In printer “Name” click on the drop down box and select: Adobe PDF
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3. The file name will appear in the in the “File Name” box with the .pdf extension. Click Save
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4. The conversion process will occur and your .pdf file will be in your “My Documents” folder. Attach the .pdf file to your email for sending.
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