
 

Convert Your Work to PDF in Microsoft Word, PowerPoint, or Excel 

1. Save your file as you normally would so you will have a copy you can edit later if needed.  To save 
your file as a PDF, choose File > Save As and select the Current Folder, or choose Browse to 
navigate to a different folder to save your PDF. 

2. When the Save as dialog opens choose the Save as type: option and select PDF(*.pdf).   Note:  On a 
Mac, this option the File Format: option. 

 

3. Click Save and a copy of your file will be saved as a PDF. 

 


