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Today, you will learn how to convert Word Document into PDF. You may have heard of PDF and would want to know how to convert Word Doc into PDF, otherwise you won’t be here. Right?



Article Outline

Toggle

	What is PDF?
	Why converting Word document into PDF is important.
	STEPS ON HOW TO CONVERT WORD DOCUMENT INTO PDF



What is PDF?

PDF is simply an acronym for Portable Document Format. The Portable Document Format (PDF) is a file format developed by Adobe in 1993 to present documents, including text formatting and images, in a manner independent of application software, hardware, and operating systems.

Before we start, Iemme ask you the following questions:




	




Well, do you ever wonder why this format has been liked by a majority of internet users? Did it ever occur to you why people convert word documents into pdf?

Why converting Word document into PDF is important.

Files which are created in portable document format (PDF) can be viewed by opening them on almost any computer operating system. PDF is compatible with all operating systems, whether you are using Windows, Linux, UNIX, Mac or any other system.

READ ALSO: How To Password Protect A Word Document

 




	





STEPS ON HOW TO CONVERT WORD DOCUMENT INTO PDF

Below includes a comprehensive steps (guides) to help you in the process:

STEP #1. Lunch (Open) the Word Document you wish to convert into PDF.




	





STEP #2. Locate the tab named “File” on the Menu Bar at the top left corner. See the diagram below:



STEP #3. Click on “Save as” on the Sub Menu that appears. See the diagram below:



STEP #4. You may choose to rename your file at the “File name” column. Refer to the number one label of the diagram below:



STEP #5. Click on the “Save as type” column and select PDF from a list of file type that pop up. Refer to the diagram below:



STEP #6. Finally, click on the “Save” button as shown in the diagram below:



 

That’s it, you made it finally. You may use these steps to convert samples of your word documents into PDF.

Practice Makes Man Perfect.
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