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Converting documents to PDF 

The Portable Document File (PDF) format is commonly used to share documents. However, it may be 

that your documents are in other formats, such as .doc, .jpeg and so on. Follow the instruction below 

to convert your file to PDF format: 

Save a Microsoft Office (Word, Excel, Power Point) document in PDF format: 

 If you have Microsoft Office version 2007 or later, you can click on File > Save as. A ‘save as’ 

screen will pop-up, click on the drop-down box ‘save as’ and choose ‘PDF’. 

 If you have an earlier version of Microsoft Office, continue to the instruction on how to save 

other files in PDF format (see below). 

Save other files in PDF format: 

 PDF printer: It is possible that you already have a PDF printed installed on your computer. In 

that case, if you can ‘print’ you document to PDF. Print you document and choose the 

(Adobe) PDF printer instead of your default printer in the print Menu.   

(Do not use quick print, as the system will then choose the default printer automatically.  

Instead use the full print function in your software). 

 Local desktop software: It is possible that you already have software on your computer that 

can convert files to PDF format. Please check with your system administrator. If you have 

administrator rights, you can also install a free PDF creator on your computer. There are 

severeal free PDF creators available for download on the Internet. An example is PDFCreator 

(http://www.pdfforge.ord/). Go to the download page and download the application. On the 

support page you can find the used manual. 

 Online: There are several websites where you can convert your document to PDF format for 

free. An example is http://www.freepdfconvert.com/. Click on the ‘browse’ button to choose 

the file you want to convert to PDF, fill in your email address and click on ‘Convert Your File’/ 

The file will be sent to you in PDF format. Please make sure that the website you are using 

has a privacy policy that protects your confidential information.  
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