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Microsoft 365
Save as PDF

Word, PowerPoint and Excel

Step 1

In your document
select the file tab
in the top left

corner.

Home Insert

Step 3

Under the save as

Save As
menu, double click _
on this PC to open (O Recent
the Save As NSW Department of Education
window.

OneDrive - NSW Departm...
MEGAN.Anderson9@det.nsw.ed

OneDrive - NSW Departm...
SCOTLRANDERSON@det.nsw.

Sites - NSW Department...
MEGAN Andersondi@det.new.ed

Step 5 i Downloads #
Below the file
name, select the
drop-down arrow
on save as type.
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Step 2

Select Save As.

Save as Adobe

Step 4

Navigate to a
location you
would like to
store your file
and giveita
file name.

ord Document

Step 6

Select PDF
and save.
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