Creating a PDF (Portable Document File)
1. Create your document using Word or other Microsoft application

2. Make sure that you are at a computer that has Adobe Acrobat installed (see Help Desk for list of locations)

3. When document is ready to be converted to a PDF, click File

4. Choose Print

5. Under Printer name, choose Adobe PDF
6. Click OK

7. Name your document and choose where to save it (H drive)

8. Click OK and document will begin converting to a PDF

When complete, you will have a PDF version of your document.  This document cannot be altered.  If you need to make changes, you will need to do it on the original document and then resave it as a PDF.

If you have any questions, please contact the Help Desk at x4005 or helpdesk@randolphcollege.edu
