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5. Save the PDF
In the Publish as PDF
or XPS window,
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other storage device
to save the PDF and
click the PUBLISH
button.
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Save the document in the default file
format.
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Save the document as a template that can
be used to format future dacuments,
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Save a copy of the document that is fully
compatible with Word 97-2003,

PDF or XPS
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all possible file types
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2. Click the File
button

TP This button looks
like the Microsoft Office
icon.

4, Click the ‘PDF or
XPS’ option
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