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This wikiHow teaches you how to create a PDF version of a Microsoft Word document. PDF files can be opened on most platforms and are difficult to edit making them suitable for storing and sending important documents. You can use SmallPDF or Google Drive to convert a Word document into a PDF file online, or you can use Microsoft Word itself on a Windows or Mac computer to convert the file.



Step

Method 1 of 4: Using SmallPDF




Convert a Microsoft Word Document to PDF Format Step 1

Step 1. Open the Word-to-PDF website from SmallPDF

Visit https://smallpdf.com/word-to-pdf via a computer web browser.




Convert a Microsoft Word Document to PDF Format Step 2

Step 2. Click Choose file

It's in the middle of the SmallPDF page. Once clicked, a File Explorer (Windows) or Finder (Mac) window will appear.




Convert a Microsoft Word Document to PDF Format Step 3

Step 3. Select the Word document

Go to the directory where the Word document you want to convert is stored, and click the document to select it.




Convert a Microsoft Word Document to PDF Format Step 4

Step 4. Click Open

It's in the lower-right corner of the file browsing window. After that, the Word document will be uploaded to SmallPDF.

On Mac computers, you need to click the “ Choose ”.




Convert a Microsoft Word Document to PDF Format Step 5

Step 5. Click Download File

It's in the lower-left corner of the SmallPDF page. The converted PDF file will be downloaded to your computer. You may need to select a save location and/or confirm the download, depending on your browser settings.

It may take a few seconds for the options to appear if the Word document you want to convert is large or your internet connection is slow

Method 2 of 4: Using Google Drive




Convert a Microsoft Word Document to PDF Format Step 6

Step 1. Open Google Drive

Visit https://drive.google.com/ through your computer's web browser. After that, the Google Drive page will open if you are already signed in to your account.

If not, click " Go to Google Drive ”, then enter your email address and password when prompted.




Convert a Microsoft Word Document to PDF Format Step 7

Step 2. Click New

It's in the upper-left corner of the Google Drive window. Once clicked, a drop-down menu will appear.




Convert a Microsoft Word Document to PDF Format Step 8

Step 3. Click File upload

This option is in the drop-down menu. A File Explorer (Windows) or Finder (Mac) window will appear next.




Convert a Microsoft Word Document to PDF Format Step 9

Step 4. Select the Word document

Go to the directory where the Word document you want to convert is stored, and click the document to select it.




Convert a Microsoft Word Document to PDF Format Step 10

Step 5. Click Open

It's in the lower-right corner of the file browsing window. After that, the Word document will be uploaded to Google Drive.

On a Mac computer, click “ Choose ”.




Convert a Microsoft Word Document to PDF Format Step 11

Step 6. Open the Word document

Once the Word file has finished uploading to Google Drive, double-click the file in Google Drive to open it in a browser window.




Convert a Microsoft Word Document to PDF Format Step 12

Step 7. Click File

It's in the upper-left corner of the window. Once clicked, a drop-down menu will appear.

On Mac computers, make sure you click the “ File ” in a browser window, and open it in the menu bar at the top of the screen.




Convert a Microsoft Word Document to PDF Format Step 13

Step 8. Select Download as

It's in the middle of the drop-down menu. Once selected, a pop-out menu will be displayed.




Convert a Microsoft Word Document to PDF Format Step 14

Step 9. Click PDF document

It's in the pop-out menu. The PDF version of the uploaded Word document will immediately download to your computer.

You may need to confirm the download and/or select a save directory before the file is downloaded, depending on your browser settings

Method 3 of 4: Using Word on a Windows Computer




Convert a Microsoft Word Document to PDF Format Step 15

Step 1. Open a Microsoft Word document

Double-click the Word document you want to convert to open it in a Microsoft Word window.

If the document has not been created, open Word, click “ Blank documents ”, and create the necessary documents before continuing.




Convert a Microsoft Word Document to PDF Format Step 16

Step 2. Click File

It's in the upper-left corner of the Word window. After that, a pop-out window will be displayed.




Convert a Microsoft Word Document to PDF Format Step 17

Step 3. Click Export

It's in the left column of options. You can see several new options displayed in the middle of the window.




Convert a Microsoft Word Document to PDF Format Step 18

Step 4. Click Create PDF/XPS Document

It's in the upper-left corner of the window.




Convert a Microsoft Word Document to PDF Format Step 19

Step 5. Click Create PDF/XPS

It's in the middle of the window. Once clicked, a pop-up window will be displayed.




Convert a Microsoft Word Document to PDF Format Step 20

Step 6. Select a storage location

On the left side of the window, click the folder where you want to save the PDF version of the opened Word file.

	Because PDFs are a different type of file than Word documents, you can save them in the same directory as Word files.
	You can also enter a new file name in the " File name " field if you wish.





Convert a Microsoft Word Document to PDF Format Step 21

Step 7. Click Publish

It's in the lower-right corner of the window. After that, a PDF copy of the selected Word document will be saved in the specified location.

Method 4 of 4: Using Word on a Mac




Convert a Microsoft Word Document to PDF Format Step 22

Step 1. Open a Microsoft Word document

Double-click the Word document you want to convert to open it in a Microsoft Word window.

If the document has not been created, open Word, click “ Blank documents ”, and create the necessary documents before continuing.




Convert a Microsoft Word Document to PDF Format Step 23

Step 2. Click File

This menu is in the upper-left corner of your computer screen. After that, a drop-down menu will be displayed.




Convert a Microsoft Word Document to PDF Format Step 24

Step 3. Click Save As…

This option is displayed in the drop-down menu. After that, a new window will open.




Convert a Microsoft Word Document to PDF Format Step 25

Step 4. Enter a file name

Type whatever you want to use as the PDF file name into the " Name " text field at the top of the window.




Convert a Microsoft Word Document to PDF Format Step 26

Step 5. Choose a save location

On the left side of the window, click the folder you want to set as the directory for saving the PDF file.




Convert a Microsoft Word Document to PDF Format Step 27

Step 6. Click the "File Format" box

This box is at the bottom of the window. Once clicked, a drop-down menu will appear.




Convert a Microsoft Word Document to PDF Format Step 28

Step 7. Click PDF

It's in the "Export" section of the drop-down menu.

You may need to scroll through the drop-down menu to see these options




Convert a Microsoft Word Document to PDF Format Step 29

Step 8. Click Export

It's a blue button in the lower-right corner of the window. After that, the PDF file will be saved in the specified location.



Tips

	To open a PDF file in your computer's main PDF reader, simply double-click the file icon. If you have more than one PDF reader, you will be prompted to select the program you want to use after double-clicking the file icon.
	You can also use the " Save as " menu to convert a Word document to a PDF file on a Windows computer.
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3 Ways to Convert a PDF Document to Microsoft Word




This wikiHow teaches you how to use Google Docs, Microsoft Word, and Adobe Acrobat Pro to convert a PDF file to an editable Word document. Keep in mind that if you want to convert a PDF to a Word file, it must come from a text-based document, although sometimes you can convert a scanned PDF to a Word document.

3 Ways to Change Line Spacing in a Microsoft Word Document



Word documents are easier to read when you change the line spacing and take notes when printing. Follow the guide below to change the spacing in any version of Word. Step Method 1 of 3: Word 2016/2013/Office 365 Step 1. Click the Design tab You can find it at the top of Word.

3 Ways to Convert Scanned Documents To Microsoft Word Files



This wikiHow teaches you how to turn a scanned document into a Word document that can be edited on a computer. You can change this using Word's default settings if the document was previously scanned as a PDF file. However, you will need a free conversion program/service if the document is scanned as an image file.

6 Ways to Use Document Templates in Microsoft Word



This wikiHow teaches you how to select or create a template in Microsoft Word on Windows and Mac computers. A template is a pre-formatted document designed for a specific need or file, such as an invoice, calendar, or resume. Step Method 1 of 6:

How to Convert an XML File Into an MS Word Document: 7 Steps



This wikiHow teaches you how to convert an XML file into a Word document on a computer. Step Step 1. Open Microsoft Word If you are using a Windows computer, this program is in the menu in the “Microsoft Office” option group.
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How to Buy Stockings for Men: 8 Steps (with Pictures)

There are more and more men wearing stockings every year. This practice grew in popularity until several companies finally produced stockings specifically for men. If you want to try on stockings, it's very easy to find the right product. Look at the sizing guide to find the best fit.







	



How to Clean White Canvas Shoes: 14 Steps (with Pictures)

The white canvas shoes are comfortable to wear, simple in design, and also look beautiful. Unfortunately, these shoes are very easy to get dirty and absorb stains, because they are made of cotton. But don't throw away your shoes just because they're a little dirty!







	



3 Ways to Become a Model If You Are Short

You don't have to be tall, thin, and have the perfect body to be a model. It's not impossible for men and women who are only 170 cm tall or even less to sign a contract with an agency, as long as they know their limitations and strengths. It's true that tall and skinny models dominate the fashion world, but there are plenty of opportunities for you to explore.







	



4 Ways to Make Sweatpants Look Great

Sports pants are now a multifunctional garment. When you are on campus, you may often see a lot of people wearing sweatpants. However, sweatpants don't always look great. Therefore, this wikiHow article might be of help to you. By knowing how to shop the right way and improving your ability to mix clothes, you can make your sweatpants look even better.







	



How to Become a Plus Size Model: 10 Steps (with Pictures)

In recent decades, the plus size modeling industry has experienced rapid development. This is great news for a big woman who has always wanted to be a model. To become a plus size model, you must first determine what type of modeling you will be engaged in.
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How to Calculate Marginal Cost: 9 Steps (with Pictures)

Marginal cost is the cost that you (or the business) would incur if it produced an additional unit of a good or service. Marginal cost is also sometimes called “last unit cost”. You need to know the amount of marginal cost to maximize profit.







	



How to Get a New Social Security Card in the United States

If your Social Security card is lost, stolen, damaged, or destroyed, or if your legal name changes, you can apply for a new card at no charge. You must submit a completed application form, along with documents proving your identity and social security eligibility.







	



3 Ways to Calculate Overhead Costs

Overhead costs are the costs you pay to keep your business running, whether the demand for your product is high or when you are barely producing. Having a reliable overhead record will help you set a better price for your product or service, show where you can save money, and streamline your business model.







	



How to Sell Shoes (with Pictures)

Everyone needs shoes and many of us have more shoes than we really need. Do you know how to sell shoes to people who already have them? Both in-store and online sales (both discussed here,) the answer is with skill and a smile. Both of these things will turn new customers into repeat customers which guarantees the success of your business.







	



3 Ways to Get Clients

Let's face it-everyone makes a sale. From babysitters looking to fulfill a weekend caregiving schedule to public accountants looking for extra work, even non-sales positions require a lot of selling skills in today's economy. Here are some suggestions and instructions for winning over clients and influencing prospects in a variety of situations.
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How to Unlock with Hairpins: 11 Steps (with Pictures)

Accidentally locked out of your house, bedroom, or bathroom can be frustrating, especially when you're in a hurry. Fortunately, ordinary household locks and padlocks can be easily pryed out with two bobby pins and a little practice. Step Method 1 of 2:







	



How to Open a Locked Bathroom Door: 10 Steps

Trying to open a locked bathroom door can be stressful. Fortunately, most bathroom doors come with a privacy lock, not a security lock, so they're relatively easy to open. To open the bathroom door from the outside, try using a butter knife, bobby pin, screwdriver, or a door unlock kit.







	



3 Ways to Get Rid of Duct Tape

Duct tape is a strong adhesive, but it can leave a sticky glue residue that can be difficult to clean. Luckily, there are a few tricks you can use to get rid of most of the glue residue easily. Rubbing alcohol and cooking oil can be effective methods, which can be followed by using warm water and soap to clean almost any surface.







	



How to Use a Neti Pot: 15 Steps (with Pictures)

A neti pot is used to drain the nose by rinsing the nasal cavity with a saline solution. This home remedy is not very well known in the West, but it is commonly used by people in India and South Asia. Neti pots can be used every day to clean mucus, bacteria, and allergens in the nasal cavity.







	



4 Ways to Quit Smoking

Nicotine is one of the most dangerous legal opiates available worldwide. Nicotine creates dependence and is dangerous for smokers themselves and others who inhale secondhand smoke, especially children. If you want to quit smoking but don't know where to start, have a structured plan.







































































© Copyright how-what-advice.com, 2024 March | About site | Contacts | Privacy policy.



























