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                        Key Takeaways: How to Save Microsoft Word as PDF

To Save Microsoft Word as PDF


Export Option:

	Click “File” > “Export“.
	Choose “Create PDF/XPS Document“.
	Select the location and name > Click “Publish“


Save As Option:


	Click “File,” then “Save As“.
	Pick a location, and enter a filename.
	Choose “PDF” from the format menu and click “Save“.


Online Conversion:

	Visit a Word-to-PDF website.
	Upload your document.
	Select “PDF” as the output.
	Click “Convert” and download the PDF.






Powerful word processing programs like Microsoft Word are frequently used to create different kinds of documents like essays, reports, and proposals. However, when it comes to sharing these documents with others, it is often necessary to save them in a format that can be easily opened on any device without any compatibility issues. Here, the PDF file format is useful. This article will show you how to save a Word document as a PDF file, making it simple to share the document with others while keeping its formatting and layout. This guide will explain how to save your Word documents quickly and easily as PDF files, whether you’re a student or a professional.


Welcome back to our ongoing tutorials for Microsoft Word. We will learn how to save Microsoft word as pdf today.

Here, the PDF file format is effective. Portable Document Format, or PDF, is a file format that maintains a document’s formatting and layout regardless of the equipment or program used to open it. When a PDF reader is installed on a device, PDF files are readily available and frequently used for document sharing. Your Word documents can be quickly converted to Pdf documents, making it simple to share them with other people while keeping the document’s formatting and structure.
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Importance of Saving Microsoft Word as PDF

Anyone who regularly works with documents should become proficient in saving Microsoft Word documents as PDFs. It IS essential that you know how to convert Word documents to PDFs for a multitude of reasons.


Despite the operating system or software that could be used, PDF files are universally compatible which means they can be opened on any machine with a PDF reader. This signifies that you can guarantee that your document can be launched and displayed by anybody, without any compatibility problems, by transforming Word documents to PDFs. Word documents lack the security that PDF files do.

You can prevent unauthorized printing, copying, and editing of your document by converting it from Word to PDF. To protect sensitive information, PDFs also provide options for password protection and encryption. Professional documents are now shared and distributed almost exclusively in PDF format.


How to Save Microsoft Word as PDF

Your work’s professionalism and accessibility can be significantly enhanced by converting your Microsoft Word documents to PDFs. Your content’s formatting and layout will remain consistent no matter what computer system or software is used to view it if you convert your documents to PDF format. This will guarantee that your work is displayed consistently and properly when you start sharing your documents with work colleagues, customers, and clients. You will be able to quickly convert your Word documents to Pdf files by following below given step-by-step guidance.

Accordingly, this tutorial shows you how to save Microsoft Word as PDF, if you want to share your project with anyone else, generate a resume that looks attractive and professional, or just want to make sure that your documents are able to be read on multiple platforms. So, Let’s get started!


Method #1: How to Save Microsoft Word as PDF

Step 1

First, The Word document that you want to save as a PDF needs to be opened.



Step 2


On the top left corner of the screen, click the File tab



Step 3

There are many options available once you select the File tab. On the left side of the screen, select the Export option




Step 4

The Export option will open a new window when you click on it. You have a number of options in this window




Step 5

Select Create PDF/XPS Document from the option



Step 6


You will see a new window after choosing the Create PDF/XPS Document option. You will be prompted to select a location in this window to save the PDF file, choose the location



Step 7

If you’d like, you can also change the filename.




Step 8

Click the Publish button after choosing the location and file name, to save your file as a pdf



The PDF file will be saved in the location you specified after you press the Publish button.


Method #2: How to Save Microsoft Word as PDF

Here, we have another simple method for how to save Microsoft word as pdf, So, let’s start without wasting time,


Step 1

open the Word file that needs to be converted to a PDF



Step 2

In the top left corner of the screen, click the File tab




Step 3

There are many options available once you select the File tab. On the left side of the screen, select the Save As option



Step 4


The Save As option will open a new window when you click it. You can select the location in this window where you would like to save the PDF file



Step 5

After choosing the location to save your file, Enter the filename




Step 6

You can choose the file format from a drop-down menu that is located below the file name. From the drop-down menu, select PDF





Step 7


Click Save once the PDF format has been chosen. A PDF file will now be created from your Word document.



Once the document has been saved, you can open it in any PDF viewer, including Adobe Acrobat or a web browser, and view it there.

Method #3: How to Save Microsoft Word as PDF

For a lot of people, students, and businesses, generating a Microsoft Word document into a PDF is a common need. While saving a word document as a PDF is a possibility in Microsoft Word, there are also numerous online websites available that provide this service for free. Without using any additional software, you can quickly convert your Word document to a PDF using these websites. A Microsoft Word document is also capable of being converted to a PDF through online websites. Many websites provide this service without any charges. We can suggest you few well-known & free online “MS word document to PDF file” conversion websites.

	Smallpdf.com – A Word-to-PDF converter is among the many PDF tools available on this website
	Zamzar.com – Several file formats, including Word documents, can be converted to PDF using this website
	Online-convert.com – Along with other file conversion options, this website also provides a Word-to-PDF conversion service


These websites are very easy to use simply upload your Word file, choose PDF as the output format, and press the convert button to convert your document to PDF using these websites. Your MS word file is going to be converted by the web into pdf, and a download link for the generated PDF file will be provided. The use of these websites is completely free.



Frequently Asked Questions

Can I Download a Microsoft Word Document as a PDF?

Yes, you can easily download a Microsoft Word document as a PDF. By selecting the Save As option in Word, you can choose the PDF format and save the file accordingly. With this method, the final document will be in PDF format while retaining all the content from the original download microsoft word document.

What is the shortcut to save a document in Microsoft Office?


To save a document in Microsoft Office swiftly, simply press Ctrl + S on your keyboard. This useful shortcut, known as one of many microsoft office shortcuts, allows you to quickly save your work without having to navigate through multiple menus. Embrace efficiency by utilizing these handy keyboard combos.



Conclusion

So, today’s guide covers how to save Microsoft word as pdf through different methods.  We hope the above tutorial helped you learn how to save Microsoft Word as a PDF and that it proved how simple it is to do so. These actions are very simple and extremely helpful. The ability to save Microsoft Word as a PDF should be learned by anyone who usually uses MS word. I hope this article was worthwhile for you to read and that you learned something new from it. I’ll be back soon with another useful tip. Keep learning with Office Demy. Thank you!
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