MS Word > PDF

1. Click on the “FILE” tab (as above).

Export

Create a PDF/XPS Document
[] Create PDF/XPS Document
== Preserves layout, formatting, fonts, and images
Content can't be easily changed

Free viewers are available on the web
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2. Click on “Export” and select “Create PDF/XPS
Document” Then click on the “Create PDF/XPS” button.

3. Select “Standard (publishing online and printing)”, then
click on “Options...” and select ISO 19005-1 compliant
(PDF/A), to embed ALL fonts, and click OK.

4. Click on “Publish” to export to your chosen folder,
or directory.
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