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How to save a Word document as a PDF



How-to
By James Archer
 last updated 14 September 2022 




Here's how to save a Word document as a PDF in a few easy steps
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It’s worth knowing how to save a Word document as a PDF, especially if you need to share your creations with contacts and colleagues. Unlike Word’s default DOCX file type, PDFs don’t require proprietary software to open without conversion. They’re also better suited for high-quality printing than DOCX files.

The good news is that saving Word documents as PDFs is no more difficult than saving them as DOCX. Just follow our guide below and you’ll be able to create your PDFs in seconds.
	Find out how to track changes in Word
	Discover how to change line spacing in Word
	Here's how to combine PDF files
	Learn how to use VLOOKUP in Excel


Because you can perform the entire process within Word, there’s no need for any file conversion software. You don’t even need your document to be saved in DOCX first, though it might be useful to keep a copy as backup since PDF files aren’t easily editable.




Either way, all you need is Microsoft Word, so just follow the steps below to start saving your documents as PDF files.



How to save a Word document as a PDF
1. In the top-left corner of Word, click “File.”




(Image credit: Future)2. Click “Save As.”



(Image credit: Future)3. Check the current save file location; you can find this up on the right, just above the file name and file type fields. If you’re happy saving to this folder, click the file type field and select “PDF (*.pdf)." Then, click “Save.”



(Image credit: Future)4. If you want to save your PDF to a different folder, or in a OneDrive cloud storage folder, first click on one of the “Other locations” options. You can also select “OneDrive – Personal," if you have an account already set up.



(Image credit: Future)5. Click “Browse” to save to a different folder on your PC. Navigate to your preferred folder, then click on the “Save as type” field and select “PDF.”



(Image credit: Future)6. Click “Save.”



(Image credit: Future)Once you save your Word document as a PDF, it should appear in whatever your default app for opening PDFs is. If you need to make amendments, you can always go back to the original Word document, make the changes then repeat the steps above to save it as a new PDF. Alternatively, with one of the best PDF editors you could tweak your new file directly.
For more Microsoft Word tips and tricks, be sure to check out our guides on how to sign a Word document, how to delete a page in Word and — if you want to go the other way — how to convert a PDF to Word. You can also learn how to convert a PDF to Excel and how to convert JPG to PDF on Windows PC and Mac.
	More: How to share location on Google Maps
	How to save a web page as a PDF
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Latest


The foldable MacBook could arrive in 2027 — before iPhone Flip



Pixel 8 Pro temperature sensor is FDA-cleared to measure your body temperature — here’s how to use it



Is generative AI the new streaming? Here's why all the chatbots want you to pay for a subscription


See more latest ►

















See all comments (0)











No comments yet

Comment from the forums









Most Popular

How to check your GPU temperature in Windows 11By Peter WolinskiMarch 06, 2024

5 tips to get the most out of your electric toothbrushBy Madeleine StreetsMarch 06, 2024

This iPhone feature calls emergency services silently when you're in danger — here's where to find itBy Peter WolinskiMarch 06, 2024

How to reduce dust in your home — 7 best tips for spring cleaning this month 
By Cynthia LawrenceMarch 05, 2024

How to cover a mattress and protect it from damage when moving houseBy Jo PlumridgeMarch 03, 2024

Change this X/Twitter setting now to avoid junk calls and protect your IP addressBy Alyse StanleyMarch 03, 2024

How to spring clean your pillows and bed sheets — get rid of dust mites, bed bugs and smellsBy Rachael PennMarch 03, 2024

5 jobs to do in your yard in March to get it ready for springBy Camilla SharmanMarch 03, 2024

How to find your number on iPhoneBy David CrookesMarch 03, 2024

How to measure your PC's power usageBy Peter WolinskiMarch 03, 2024

5 interior design ideas that can improve your mental health By Camilla SharmanMarch 02, 2024






































MOST READMOST SHARED
	


1
I did 50 overhead walking lunges every day for one week — here’s what happened



	2
Forget decluttering — I tried recluttering my home and here’s what happened



	3
How to remap the Copilot key on Windows 11



	4
Forget the gym — chisel your upper body with just a kettlebell and 5 exercises



	5
Ghost of Tsushima on PC can’t be another tired cash-in — Sony needs to learn from past PS5 port mistakes 




	


1
Pixel 8 Pro temperature sensor is FDA-cleared to measure your body temperature — here’s how to use it



	2
Is generative AI the new streaming? Here's why all the chatbots want you to pay for a subscription



	3
I tried Pika Labs lip sync tool and it adds a new dimension to AI video creations



	4
I did 50 overhead walking lunges every day for one week — here’s what happened



	5
Forget decluttering — I tried recluttering my home and here’s what happened























Tom's Guide is part of Future US Inc, an international media group and leading digital publisher. Visit our corporate site.


	Terms and conditions
	Contact Future's experts
	Privacy policy
	Cookies policy
	Accessibility Statement
	Advertise with us
	About us
	Archives
	Careers



©
Future US, Inc. Full 7th Floor, 130 West 42nd Street,
New York,
NY 10036. 




 














