
    

If you require further assistance, help is available from the IT Service Desk  

in the Old Library Cluster and Robinson Library cluster Level 2 

Opening times at http://www.ncl.ac.uk/itservice/support/clusteritservicedesks/openinghours/ 
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Create PDF from your Word Document  

To create a PDF document of you Word file follow the instructions below 

 

Click on the File Menu 

 

 

 

Click on Export 
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Click on Create PDF/XPS 

 

 

 

Type in a file name and Click on Publish 

Word will now convert to PDF keeping your original word file and create a PDF copy in the same 

folder as the original document 
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