	
	ADDING A PDF PRINTER AND CREATING A PDF





1. Using a web browser, go to: http://www.microsoft.com/ and find the Search bar. 




2. Type office save as pdf into the Search bar. Hit enter or click the magnifying glass.



3. When the Search Results appear, find the link that says Download details: 2007 Microsoft Office Add-in: Microsoft Save As PDF…




4. When you click on this link, it will bring you to the download page. Find and click on the button that says Download.







5. When the Dialog Box opens, click Save to save the software. Make sure you know where you are saving it so that you can access the file after it downloads.



6. When the download is complete, locate the file. Double-click on the setup icon titled SaveAsPDF.exe.




7. When the Dialog Box opens, click Run.



8. Click the box that says Check here to accept the Microsoft Software License Terms. Then click Continue.



9. The software will then begin the installation process. When it is complete, a Dialog Box will open that says The installation is complete. Click OK.



CONVERTING A FILE TO PDF FORMAT

Now you can save any file as a PDF format. Doing so is very easy!

1. In any Microsoft Office program (Word, Excel, PowerPoint, Access, Publisher), go to the Save As function of the Office Button Menu.




2. When the Save As menu opens, you will see that you have the option to save as a PDF. Click on the option that says PDF. When the Save As menu opens, make sure that in the Save As Type: section, PDF has been chosen. Save the file where you would like it to be located and then click Save. (see step 3 if you would like to save a pdf as a hand out).





3. In order to save out as hand out in Power Point, you will need to click on the options button to the right and below the file name box.



4.  Change Publish what to handouts and change slides per page to 3. Then click ok.


5. Click save and you are done!
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