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			If you have a 2007 Microsoft Office Word file that you want to share with others but do not want them to change the format, you may want to save the file as a PDF. Portable Document Format (PDF) ensures your printed or viewed file retains the formatting that you intended. The PDF format is also useful if you intend to use commercial printing methods.



What is Portable Document Format (PDF) format?

PDF and XPS formats can help keep your files’ format when you share your files with other people or print your files by using commercial methods. Examples of when to use PDF and XPS formats include resumes, legal documents, newsletters, and files intended to be read and printed.








		
Learn about PDF and XPS file formats

By using an add-in, which is an extra function you download, you can convert a file, from your Microsoft Office program, into PDF or XPS formats:

	Portable Document Format (PDF) preserves document formatting and enables file sharing. When the PDF format file is viewed online or printed, it retains the format that you intended. The PDF format is also useful for documents that will be reproduced by using commercial printing methods.
	XML Paper Specification (XPS) is a format that preserves document formatting and enables file sharing. When the XPS file is viewed online or printed, it retains exactly the format that you intended.


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

To save a file in either PDF or XPS format, you must first install the Save as PDF or XPS add-in for the 2007 Microsoft Office system. 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. Specific features vary by program. Go to the Microsoft Save as PDF or XPS Add-in for 2007 Microsoft Office programs and follow the instructions on that page. After you install the Save as PDF or XPS add-in, you can save your file as PDF or XPS.

How to Save as PDF format in Microsoft Word Document

To convert a Microsoft Word document to PDF format, use one of the following methods.

	Open your Word document.
	Click the File button, point to the arrow next to Save As, and then click PDF or XPS.
	In the File Name list, type or select a name for the document.
	In the Save as type list, click PDF.
	If you want to open the file immediately after saving it, select the Open file after publishing check box. This check box is available only if you have a PDF reader installed on your computer.
	Click Options to set the page range to be printed, to choose whether markup should be printed, and to select the output options. (Find links to more information on these options in the See Also section.) Click OK.
	Type in the desired file name and adjust settings as necessary. Choose Minimum Size if you wish to reduce the size and quality.
	Click Save or Publish. This will convert your document and open it in Adobe Reader (if you have it installed).


If we are missing something else? Share your idea via comments.


			
		

			            
            		
            			Related Items Tech Tips 
            		


            

				                						
Advertisement







						
			

	








	
		

		
						
								
									
					Top 5 New Android Games to Download this Week
				

			

					



		
Web Time


				
					Google Translate should soon offer better suggestions
					Google Translate is constantly improving its algorithms and models, which...

					
				
	
					ProtonMail Review: Secure email for small and micro businesses
					ProtonMail is the world’s largest secure email service. It offers...

					
				
	
					Amazon Prime Video: The Best Video Streaming Services in 2021
					Amazon offers best streaming services for movies access to its...

					
				
	
					Videly Review: Get Rank On Page #1 Of YouTube And Google
					Videly is a brand new video marketing suite will help...

					
				
	
					Justin.tv: Free Streaming live video broadcasts for Everyone
					As the web has progressed, video has become a huge...

					
				




		

				
		
Latest News


				
					The Apple Mac mini M2 Pro: A Compact Powerhouse Powered M2 Pro Processor
					Apple has always been known for its sleek and stylish...

					
				
	
					Microsoft Lets OneDrive Users Keep 15GB Of Free Storage
					Microsoft has switched its position on the free version of...

					
				
	
					Google Launches Cardboard Camera, A Free App To Create 3D Virtual Reality Photos
					Google announced a new Android App that lets people make...

					
				




		
	

	
		Stay Connected
			


Follow @TechnoZigZag


		
			


		

		
		Recent Artical

			
					OnePlus Buds Pro 2 Review: True Wireless Earbuds
									
	
					Google Translate should soon offer better suggestions
									
	
					ASUS ZenWiFi XT9 Review: The Ideal WiFi Solution for Your Home Network
									
	
					The Power of ChatGPT: Revolutionizing Natural Language Processing
									
	
					The Anker Nebula Cosmos Max: A High-Quality Portable Cinema Experience Projector
									



		
			




		
Tag Cloud
2013
Amazon
Android Apps
Android Smartphones
Android Wear
Apple
Asus
BlackBerry Smartphones
Cloud Drive
Digital Cameras
Download
Facebook
Gaming Console
Google
Google Chrome
HTC Smartphones
iOS App
iPad
iPad2
iPhone6
Laptops
Live Video Streaming
MacBook
Microsoft
Motorola
Motorola Smartphone
Mozilla Firefox
Nokia Smartphones
Portable Speaker
Projectors
Samsung
Samsung Smartphones
Smartphone
Smart TV
SmartWatch
Social Network
Tablets
Tech Features
Tech News
Top 5
Web 2.0
WhatsApp
Windows 8
Wireless Earbuds
Xiaomi


	



			


		


	


	

		



			
		

		


	


	

		

			
			

					Home
	Gadget Watch
	Product Guide
	Reviews & Features
	Mobile Apps
	Quick Read
	Tech Tips
	Tips & Tricks
	Web Time
	How To Guide
	Internet



			

			
					About Us
	Privacy Policy
	Affiliate Disclosure
	Contact Us


			


			

				Disclaimer: The posts / opinions expressed on this website are our own personal opinions and do not represent the views of any company or organisation. All company names, brand names, logos, trademarks and registered trademarks are the property of their respective owners.

				Copyright © TechnoZigZag.com. All rights reserved.


			


		


	







































