Create a PDF from a MS Office document

Open the file to be converted in its Microsoft Office application (Word, Excel, or PowerPoint). This document is specific to
Office 2010
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Creating a PDF of your PowerPoint slides is the easiest method for your Home et Desgn  Temsmons  sama STUCENES tO

access your lecture information online. H s -
i e @ Copies: 1 s

Open your PowerPoint lecture and select &5 open print

£ Close
) . Info Printer

Flle > Prlnt |‘,}. Acrobat PDFWiriter I

Recent Ready
. . . =y Acrobat PDFWriter

In the print dialogue box, choose Adobe PDF from the Printer Name New £ | meotn dropdown

menu m ("-_S ::azzserjel 2200 Series PCL

Choose the type of handout you would like your students to view Settings

from the Settings section. .. Print All Sides

= Print entire presentation

Slides:

| Full Page Siides v]

When you have made all of your selections, click Print.
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