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Users of Microsoft Office 2007 at UWS are able to save Word, Excel, Access, One Note, Publisher,
Visio and PowerPoint documents in portable document format (pdf), without needing to install any
other software. This feature does not include any ability to edit existing pdf files. However, many

pdf documents are originally created in one of the above programs and later converted to pdf with
programs such as Adobe Acrobat Writer. If you don’t need to edit existing pdf files, and only create
new pdf files (without password protection) from Office documents, you won’t need to buy or install
additional software. Using this built in feature of Office 2007 has the potential to save costs in all units
across UWS.

Procedure

Create your document in any Office 2007 program that includes the pdf conversion feature. Save
the file as you normally would, in the standard format for that program (docx, xIsx, etc). Keep the
document open. Alternatively, open an existing document in Office 2007.

Now you need to re-save the document you have just created or opened, using Save As.
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Click the Office Button .

Click Save As on the menu that appears.
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be used to format future documents.

‘Word 97-2003 Document

Save Save a copy of the document that is fully
compatible with Word 97-2003.
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Save the document in the Open Document
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Publish a copy of the document as a PDF or
XPS file.
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Openthe Save As dialog box to select from

send » all possible file types.
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Click Save As on the Office Button menu

Updated: 13/10/2011




ITS

' ~ office 2007
www.uws.edu.au/it = C“eatﬂng pdf ﬁ!es

If you have TRIM installed, the Offline Records dialogue box will open. Respond to this dialogue box
as you normally do when saving files. If not saving into TRIM, click the Local button.

Offline Records {UWS Production) - Save Document As _ |EI|§|
Documert Name

Create Within Folder

oK I Cancel Dataset Online Local Help |

TRIM’s Offline records dialogue box — only appears if TRIM is installed

The familiar Save As dialogue box opens.

Choose the save location, and name the file.

Click the dropdown arrow in the Save As Type: field, and choose PDF (*.pdf). Now the file name will
show a .pdf extension, and the dialogue box has additional options.
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. My Documents & My Received Files 26/07/2008 8:25... File Folder J
| Recent Places gﬂMy Shapes 26/07/2008 11:2... File Folder
B Desktop (& My TopDrawer (UN) 30/10,2007 11:5... File Folder
7N UWS001C259AFDA3 @ My TopDrawer (UT) 23/10/2007 8:23... File Folder
- &/ My TopDrawer Drafts ~ 19/04/2006 3:07... File Folder
B picures [@my web Sites 10/03/2008 1:03... File Folder
_EE Music (&, Offline Records (UN)  30/10/2007 11:5... File Folder
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I File name: | fact sheet 2009 template.doc |

| Save as type: |Word 97-2003 Document {*.doc)

'ord Document {*, docx)
Authers: (yword Macro-Enabled Document (. docm)
Word 97-2003 Document (*.doc)

Word Template (*.dotx)
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Single File Web Page (*.mht; *.mhtml)
Web Page (*.htm; = html)

Web Page, Filtered (% him;*.htmi)
Rich Text Format (*.rtf)

Plain Text (. tut)

Word XML Document (=, xml)
Word 2003 ¥ML Document (*,xml)
OpenDocument Text (*.odt)
Works 6.0 - 9.0 (*.wps)

Save As dialogue box — choose PDF from the Save as type drop down menu
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Choose whether to optimise as Standard (publishing online and printing), or Minimum size (publishing
online).

If you tick Open file after publishing, your new pdf file will open for review when conversion is
complete. Press the Save button.
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Save As dialogue box after PDF (*.pdf) has been selected
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You will now have both a pdf version of the file and a version in the original format, which you can use
for editing purposes — edit the original and follow the above process to create an up to date pdf file.

IT Service Desk

Phone: 02 9852 5111 (ext 5111)

Email: itservicedesk@uws.edu.au

Web: http://www.uws.edu.au/itservicedesk
Self Service job logging: http://itsm.uws.edu.au

UWS IT Services Catalogue: | http://www.uws.edu.aul/its

ITS Fact Sheets http://www.uws.edu.aul/itfactsheets
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