PDF is an abbreviation for “Portable Document File.” PDFs are written in a universal file
format, allowing them to be opened on any computer. They are ideal for sharing and printing
over the web. If you do not have a PDF writer installed on your computer, do a Google
seach for PDF Writer and your system software (i.e. Windows XP or Mac 0S X)
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. On the File Menu, click Print.
. Under Printer, select the PDF printer driver you want to use, and then clear the Print

to file check box.

. Click Properties, choose the options you want, and then click OK.
. Check the available options carefully. Some options may affect the print quality of

your publication.

. In the dialog box that appears, select a location to save the PDF file, type a file

name and then click Save.
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