In Office 2007 or later:

Save your ﬁles as .pd
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Using .pdf files is a great way of sharing documents and eliminating the
recipient’s ability to easily change your document. Also, anyone can open a .pdf
file — they don’t need Microsoft Word (or your version of Word) to do it. Just
download and install the Save as PDF or XPS add-in from Microsoft one time,

then you can Save As PDF anytime you like.

1. Go to the Microsoft Save as PDF or XPS Add-in for 2007 Microsoft Office programs and follow the
instructions on that page.
2. After you install the Save as PDF or XPS add-in, you can choose “Save As” then “PDF or XPS” from
LGB
the Office button =% in the upper left corner of Word, Excel, etc.

Return to http://www.core-solutions.us/tips tricks.html for additional tips.



http://www.microsoft.com/downloads/details.aspx?FamilyId=4D951911-3E7E-4AE6-B059-A2E79ED87041&displaylang=en

