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Word	document	to	pdf	format

By	Margaret	Worthington	I	Jupiterimages	/	Polka	Dot	/	Getty	Images	If	you	want	to	change	a	Microsoft	Word	document	(.doc	format)	in	an	Adobe	PDF	file,	there	are	a	variety	of	options	you	have.	If	you	want	to	go	the	official	path,	you	can	buy	Adobe	Acrobat,	which	will	position	you	a	button	in	Microsoft	Word	to	export	documents	like	PDF.	However,	if
you	want	a	free	solution,	there	are	online	and	offline	solutions	that	you	can	use	to	edit	a	Word	document	in	PDF	format.	Download	the	free	software	suite,	OpenOffice	Open-Source	(see	Resources).	This	software	package	includes	"writer",	a	word	processing	program	that	has	pdf	export	functionality.	Once	downloaded,	install	OpenOffice	on	your
computer.	Start	the	OpenOffice	Writer	program.	Click	"File",	select	"Open"	and	open	the	Word	document	you	want	to	change	in	a	PDF	file.	Click	the	"PDF	Creator"	button	on	the	menu	bar	or	select	the	"File"	button	and	then	select	the	"Export	as	PDF"	option.	Enter	the	settings	for	your	PDF	file,	select	a	location	to	save	it	and	click	"Save".	Your	Word
document	will	now	be	in	PDF	format.	Open	a	web	browser	and	go	to	an	online	conversion	website	.doc	to	PDF	(see	Resources).	Click	the	"Browse"	button	in	the	website	of	the	website	where	you	are	asked	to	charge	the	Word	document.	Select	the	document	and	click	"Open".	Click	the	"Convert"	button	to	the	online	conversion	website	and	wait	for	the
PDF	file	to	be	generated.	Depending	on	the	type	of	website	you	use,	you	may	receive	a	pop-up	that	asks	you	to	download	the	file	on	your	computer	or	a	temporary	connection	is	assigned	to	visit	that	it	contains	your	PDF	file.	By	foye	robinson	i	The	letter	a	feisty	image	from	Fotolia.com	If	you	are	working	with	an	existing	or	completed	word	document,
you	can	format	parts	of	the	document	or	the	entire	file.	The	use	of	bullets	and	numbering	is	a	quick	way	to	emphasize	lists	and	paragraphs	within	the	document.	A	large	page	margin	can	be	reduced	to	better	adapt	to	the	content.	You	can	use	the	cards	to	align	objects	that	will	not	be	aligned	correctly	with	a	space	bar.	The	formatting	of	a	document
makes	a	simple	stand.	Create	bullets	for	a	list	of	items	or	paragraph	by	highlighting	it	on	your	page.	Select	the	"Home"	tab	in	the	tape	and	then	click	the	"Numbering"	or	"bullets"	button.	The	bullets	will	be	applied	to	the	selected	list.	Select	the	"Home"	tab	in	the	tape	and	select	the	"Multilevel	list"	button	to	create	bullets	if	your	list	has	more	than	one
level.	The	"MULLEVEL	LIST"	gallery	will	expand,	allowing	you	to	choose	the	type	of	list	you	want	to	create.	To	position	the	elements	under	the	same	level,	press	the	"Enter"	button	after	each	item.	To	place	under	a	different	level,	press	"Enter"	and	then	"Tab."	Items	under	the	new	level	will	be	returned.	Select	the	text	in	which	the	tabs	will	be	set	or
position	the	insertion	point	in	the	area	you	want	to	apply	the	tabs.	Select	"View"	and	"Ruler"	from	the	tape	to	make	the	ruler	visible.	Then	click	the	button	to	the	left	of	the	ruler	to	choose	the	alignment	of	the	desired	card	(left,	center,	right,	decimal	or	bars).	Whenever	you	click	the	button,	the	alignment	of	the	card	will	change.	Choose	"Left	Sheet"	for
alignment.	Then	click	on	a	number	(point)	on	the	ruler	to	set	a	left	tab	there.	To	set	additional	cards,	click	on	a	different	number	on	the	ruler.	To	change	the	alignment	of	the	card,	change	the	"Left	tab"	button	to	a	different	one.	Place	the	cursor	after	any	text	you	want	to	format	and	press	the	"Tab"	button.	Text	will	be	formatted	under	the	set	tab.
Select	"page	layout"	in	the	tape.	Then	click	the	"Setup	page"	button	to	open	the	"Page	Setup"	dialog	box.	Select	the	"Margins"	tab	and	choose	the	margins	you	want	to	apply.	Go	to	the	"Orientation"	section	and	select	"Portrait"	or	"Landscape"	for	your	page.	Click	the	"Layout"	tab	and	go	to	the	"Page"	section.	To	center	your	page	vertically,	change	the
vertical	alignment	to	"center".	Then	click	"OK"	to	return	to	the	document.	Choose	the	way	you	want	to	view	text	on	a	specific	page	by	inserting	a	page	break.	page.	Insert	the	pause,	select	"Insert"	and	"page	break"	from	the	tape.	To	delete	a	pause,	select	"View"	and	"Draft"	from	the	tape.	Then	click	on	the	page	break	line	and	press	the	"Delete"
button.	Microsoft	Word	is	the	Go-to	Word	processor	for	everything,	from	novels	to	academic	documents.	The	tool	offers	many	unique	features,	including	the	capacity	to	compare	two	word	documents	in	order	to	view	their	similarities	and	differences.	The	Compare	tool	is	easy	to	find	and	use	in	Word.	The	instructions	in	this	article	apply	to	Word	2019,
2016,	2013,	2010	and	Word	for	Microsoft	365.	The	Compare	tool	is	extremely	useful	for	comparing	two	documents	of	virtually	any	type,	from	the	newsletters	to	blog	posts	and	beyond.	Some	of	the	most	common	uses	of	the	instrument	include:	search	for	document	revisions:	authors	and	bloggers	Alike	Use	the	tool	Compare	to	find	the	revisions	made
by	their	publishers	if	changes	monitoring	is	not	available.	Finding	discrepancies	in	the	source	code:	Programmers	use	the	Tool	Compare	to	find	discrepancies	in	the	source	code	when	creating	computer	programs.	Comparing	legal	contracts	and	documents:	Lawyers	use	the	Tool	Compare	to	find	changes	made	to	contracts	and	other	legal	documents
before	finalizing.	Curriculum	comparison:	curriculum	and	other	life	documents,	breath	are	modified	often.	The	Compare	tool	allows	you	to	compare	these	documents	to	find	the	most	recent	version.	To	start,	open	the	two	documents	you	want	to	compare.	If	you	don't	already	do	it,	it's	better	to	add	an	indicator	to	your	documents	to	indicate	the	first
version	and	the	next	version.	A	simple	number	will	be	sufficient	and	keeps	you	on	the	track.	In	one	of	your	documents,	locate	and	select	revision	in	the	word	toolbar.	Select	Compare>	Compare	documents	to	open	the	Compare	Documents	window	Open	on	the	screen.	Under	the	original	document	on	the	left	side	of	the	Compare	Documents	window,
use	the	field	to	locate	the	original	document	you	want	to	compare	with	the	revised	document.	To	change	the	way	you	see	comparisons	in	documents,	select	the	arrow	in	the	lower	left	corner	of	the	window	to	find	various	comparison	settings	and	the	possibility	to	see	the	changes	in	different	ways.	Select	those	you	want	and	deselect	those	you	don't.	In
document	revised	on	the	right	side	of	the	Compare	Documents	window,	use	the	field	to	locate	the	revised	document	you	want	to	compare	with	the	original	document.	When	you	are	happy	with	your	settings,	select	OK.	If	you	want	to	compare	documents	in	the	opposite	direction,	open	the	Compare	tool	again	and	select	the	double	arrows	to	switch
documents	without	the	need	to	find	them	again.	In	this	way,	you	compared	the	revised	with	the	original.	You	can	choose	what	you	want	to	label	the	changes	as	when	comparing	the	two	documents.	Just	enter	your	label	in	the	label	changes	with	the	field.	A	new	document	opens	showing	comparisons	between	the	two	documents	as	traditional	traced
changes.	To	view	the	detailed	changes,	select	the	red	lines	on	the	left	side	of	the	document	to	reveal	the	details	on	each	change	on	the	right	side	of	the	document.	If	you	continue	to	work	in	the	newly	created	document,	remember	to	select	saving	as	an	icon	in	the	upper	toolbar.	Your	document	will	not	be	saved	automatically.	Thank	you	for	letting	us
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