
 
Saving a document as a PDF file 
 
1.  Open the document you want to save as a PDF file. 
2.  Choose File > Print. 
 

 
 
Once you click on the pdf button drag down to Save as PDF… 
 

 
 
in the next dialog box you will need to make sure you save your file with 
the .pdf file extention to your desktop. 
 

 



 
3.  Choose a command from the PDF pop-up menu. 

 • To create a PDF file, choose Save as PDF. This creates a digital 
master PDF file. All graphics are at full resolution, and the file 
includes each font character it uses. 
 • To create a smaller PDF file, choose Compress PDF. This 
compresses some images in the file, and produces a PDF file that 
may be smaller than a digital master PDF. It's especially useful if you 
need to email the file or if you don't plan to print the file. 
 • To create an encrypted PDF file, choose Encrypt PDF and enter a 
password. Anyone who wants to open the PDF file will need to enter 
that password. 
 

You can also create a PDF file of a document by clicking the Preview button 
in the Print dialog, and then choosing choosing File > Save As in Preview. 
 
4.  Make sure you save the newly created file with the file extention .pdf 
 ex: newsletter.pdf 
5.  If you are adding this file to your webpage you will need to upload the  
file to the webpublishing folder via FirstClass. 
 


