Save an Office 2007 File as a PDF File

Situation:
It would be nice to save files in Office 2007 as a PDF file without having to use another program to do so.

Overview:

Download and install Microsoft's "Save as PDF or XPS Add-in". Then all you have to do is select Save As
and the PDF format.

Step by Step Instructions:
Download and Install
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2. Point to Save As — DO NOT CLICK
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There are many situations where it is useful to save your file in 3 fixed-layout format that is easy to share and
print and hard to modify. Examples of these situations include resumes, legal documents, newsletters, and any
other file that is intended to be primarily read and printed. The 2007 Microsoft Office system offers a free add-in
to save or export this type of file, but you must first install the add-in before you can use it. Other third-party
products may also be available to export a Microsoft Office file into a fixed-layout document.

- |nstall and use the Save as PDF or XPS add-in from Microsoft

5. Click Microsoft Save as PDF or XPS Add-in for 2007 Microsoft Office programs

To save or export a file to PDF or XPS, you must first install the Save as POF or XPS add-in for the 2007
Microsoft Office system.

1 G‘E the Microsoft Save as PDF or XPS Add-in for 2007 Microsoft Office pragranw;)wd follow the
instruction

2. After you install the Save as PDF or XPS add-in, you can export your file to PDF or XPS. Find links to
more information about how to do this in the See Also section




Internet Explorer starts and displays the
download site.

Click Continue
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Microsoft Save as PDF or XPS ¢ | [

Brief Description

1Office
This download allows you to export and save to the PDF

and XPS formats in eight 2007 Microsoft Office programs. It alsc allows you to send as e-
mail attachment in the PDF and XPS formats in a subset of these programs.
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. System Reguirements & Instructions
. Related Resources & What Others Are Downloading

¢

This download is available to customers running genuine Microsoft Office. Please click the
Continue butten to begin Office validation. As described in our privacy statement, Microsoft
will not use the information collected during validation to identify or contact you.

You may have to click the yellow bar at the
top of the page to run the Active X control
If so, click the yellow bar at the top and
choose Run

Then click Install to install the Active X
control
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Rinht-clicl thy ion Bar and click Install ActiveX Control in the menu (see Figure &

Click Download
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This download allows you to export and save to the PDF
and XPS formats in eight 2007 Microsoft Office programs. It also allows you to send as e-
mail attachment in the PDF and XPS formats in a subset of these programs.
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senuine Microsoft Office Software

Please click Downlead to download the software.

Click Run
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Do you want to run or save this file?

Name: SaveAsPDFandxPS.exe
Type: Application, 933KB

From: download. microsoft,com

File Download - Security War
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)
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10.

Click Run

Internet Explorer, - Security Warning

Do you want o run this software?

Name: SaveAsPOFandyPS.exe
Publisher; Microsoft Corpor.

[ More options

“While files from the Internet can be useful, this file type can potentially harm
your camputer. Only run software From publishers you trust, What's the risk?




11.

Check the box
Click Continue

Microsoft Save as PDF or XPS Add.

for 2007 Microsoft Office programs

Vou must sccept e Microsoft Software Licsnse Terms in order ko continue the instalation.

as described at

PLEASE MOTE: Microsoft Corporation (ar based an where you live, one of is affiates) licanses this
supplement: to you, You may Uss a copy of this supplement with sach validy liensed copy of Microsoft 2007
Office System Deskton Application software (the "software”). Youmay not use the supplement i you do ot
have alicense for the software. The license terms For the software appl to your use of this supplement.

To read the license terms, 9o to the "Help” menuin the software, Microsoft provides support sevices For
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Iere to accept the Microsoft Software License Terms

12.

Installation proceeds

13.

Installation completed
Click OK

Microsoft Save as PDF or. XPS Add-in for 2007 Microsoft Office programs rg|

The installation is complete,

C=>

14.

Successful installation notice

Thank You for Downloading

2007 Microsoft Office Add-in: Microsoft Save as

PDF or XPS

Instructions

In the File Download dialog box, do one of the following:

® To start the installation immediately, click Open or
Run this program from its current location.

e To copy the download to your computer for
installation at a later time, click Save or Save this
program to disk.

For more infermation about the download you have

Download Notifications
Stay up to date vith the
lstest updates, additions,
trial software. and service
packs from the Microsoft
Dovmload Center.

Sign Up for Download

selected, including any detailed installation instructions, return to the download information

page.

If your download does not start after 30 seconds, click this link: Start dewnload.

15.

Close Internet Explorer




Save a Word 2007 Document as a PDF File

16. Save your Word document as you normally do
17. Click the Office button
18. Point to Save As...
19. Click PDF or XPS PDF or XPS
Publish a copy of the document as a PDF or
XP5 file,
[
20. Choose a folder
21. Click Publish Filename:  |WwD2007-Save an Office 2007 Fils as a PDF Fils.ndf v
Save as bype! |ppr *.pdfy w
Open file after publishing
Optimize for: (3 Standard {publishing online and printing)
() Minimum size: {publishing onling)
Publish Cancel
22. The PDF file is created and opens in Adobe Acrobat Reader
» ot
]
B
o Save an Office 2007 File as a PDF File
Situation:
It would be nice to save files in Office 2007 as a PDF file without having to use another program to do so.
23. Close Adobe Acrobat Reader




