
Print to PDF 
 
 
A PDF allows you to save a version of your document that cannot be edited.  
 

PC 
 
Step 1:  
Open the document you would like to save as/print as a PDF. Go to File > Print 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2:  
Instead of printing Choose a print to PDF option. There are several options (‘Adobe PDF’, 
‘CutePDFWriter’ ) but the default for Microsoft is ‘Microsoft Print to PDF’ 
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Step 3:  
Save the document in your preferred location.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Print to PDF 
 
MAC 
 
Step 1:  
Open the document you would like to save as/print as a PDF. Go to File > Print. When the 
printer box appears, choose ‘PDF’ in the bottom left.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2:  
In the drop-down menu choose ‘Save as PDF’ 
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Step 3:  
Save the document in your preferred location.  
 
 

 


