WORD Q7 CREATING PDF FILES
Portable Document Faormat
Use PDF documents to create forms and share work

+ Create a document in WORD

s Select “print” option from the “Office” button drop down selections
% Choose print and then scroll to find PDF creator

% Name document and save

Printer
M ew Preview and print the dod
Mame: | ;;3'-2 \iness,sa,uconn, edu\ITD- | == e
Skatus: .:'., —n L@ select s;inter_. I
Tvpe: IL'E é Vness,sa,uconn,edul ST 7 Qpen other printing ,:,p:]
Where: T & Quick Print
Cormment: Ii;"é' W\nessiITD-Copier H Save send the documen
- printer without m
Page range é‘_, IT0-5 . = I=  Print Prexiew
o al éﬁl tiness} HRPar H SEEeE D | "ﬂ: Preview and make
O Currenk | printing.
. = ﬂ éPDFCreatDr @ Print >
el it :

IMPORTANT: In order for “hyperlinks” to work in PDF documents, save the document
Using the “save as“ function, file type = .pdf

Example: name document and select file type
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After saving open the document with the default program.
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