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Figure 1

The following instructions will guide you on how to convert a document to PDF. The
illustration is done using WordPerfect.

— Create a document.  (See Figure 1)

How to Convert a Document
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Figure 2a

Figure 2b

— Click the Printer icon or File on your toolbar (See Figure 2a)

— Click  the down arrow on the “Current printer:” field. (See Figure
2b)
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Figure 2C

— Select “Acrobat PDFWriter from the drop down menu.  (See
Figure 2C)
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Figure 2d

— Click the “Print” button.  (See Figure 2d)
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Figure 2e

— Select the directory where the appropriate PDF file will be saved. 
(See Figure 2e)

— Click the save button.  The document is now saved as a PDF
document.
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