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CONVERTING POWERPOINT FILES TO PDF

FORMAT

In the interest of making your large PowerPoint presentations easy to access, you might
consider converting them to PDF or HTML format. Converting these files can reduce the
size and make it easier for users to access.

One way to accomplish this is to install Acrobat Distiller. Distiller converts PostScript
language into Portable Document Format (PDF), which is the native format of the Adobe
Acrobat. If you do not have Adobe Distiller installed, there is a University-wide license
that you can acquire through the Software Cellar or through your department’s computer
administrator.

To create a PDF file, do the following:

1.

Save your file as a ppt.
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Unit Overview
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Exit

another browser window in
order to follow along with
the instructions.

+(Z) Setting Up Your Browser

« Access 1o the Library's
Online Resources is via the
Weh

o A browser is used to view
iterns on the weh

« Configurations to your
broweser are needed to be
able to view all available
library resources

5 (2 Instructions for Setting Up

Your Browser
« G to the Library's
Homepage, located at
http:/Alib.colnstate.adu/
« Look around the page and
farniliarize yourself with the
layout.
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In this unit, we will walk through the steps
of getting you set up with the library’s
online resources.

Click 1o add notes

2. Go to File > Print. The print screen appears:
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—Prinker

Marne: fdobe PDF Properties |

Skatus: Idle:

Type: Adobe PDF Converter

Where: My Documents)* . pdf

Comment: Creates Adobe PDF [ Print ko file
—Prink range —iCopies

f* all {~ Current slide  © Selection Mumber of copies:

) Gustom Shovw: I j Il E

Pt

Enter slide numbers andjor slide ranges. For example,

1,3,5-12 v Collate

Print what: Handouts

II—E“-"jD"”:s j Slides per page: IEv 'I (Y
Lzl

Crder:  Horigonkal & Wertical | [(=1[E]

[ Grayscale ™ scale to fit paper
[ Pure black and white I+ Frame slides
™| Include animations ™| Print hidden slides Ok I Cancel

3. Select Acrobat Distiller at the print option.

4. Click the Properties tab on the on the Print screen. The Acrobat Distiller Document
Properties screen appears:
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&® Adobe PDF Document Properties 2=l

Layu:uutl Paper/Quality Adobe PDF Seftings |

Adobe PDF Page Size: ILetter j Add Custom Page... I

—&dobe PDF Conversion Settings
Default Settings: |SEeETs Edit... |

@ llze these settings to create PDF documents suitable for reliable viewing and

printing of buziness documents. The PDF documents can be opened with Acrobat
and Reader 5.0 and later.

Adobe FDF Security: | None =l E |

v \iew Adobe PDF results

v Prompt fior &dobe POF filename

v &dd Document Information

¥ Do not send fonts to "&dobe PDF"
v Delete log files for successful jobs

[~ Ask to Beplace existing PDF file

(1] 4 I Cancel

0’0

’0

Select the Adobe PDF Page Size.
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Under Adobe PDF Conversion Settings, select the best option to save the colors and
styles of the PDF file. You also have the ability to convert the PDF file to a smaller
file and keep the integrity of the original PowerPoint presentation.

On this screen you also have the option to select the Adobe PDF Security that might
be helpful if you want to restrict your students from printing the document.

Navigate back to the main Print screen and at the bottom select the Handout option
and select the Slides per page option if you would like to allow the students to print
this format for note taking.
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—Prinker

Marne: I-'f'-dDbe POF j Propertics |

Skatus: Idle

Type: Adobe POF Converter

Where: My Documents)* . pdf

Carmment: Creates Adobe PDF I Prink to File
—Prink range —_opies

= al ™ current slide € Selection Mumber of copies:
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) Gustom Shovw: I

" slides: I
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1,3,5-12 v cCollate
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[™ scale to fit paper
[ Frame slides
™| Print hidden slides

[ Grayscale
[ Pure black and white
™| Include animations
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5. Click OK. The Save PDF File As screen appears:

Cancel |

Save PDF File As

Save jn; Er Dezktop j

2

- My Computer

My Metwork Places

& 4 Shellent Product Daocs
|:I Powerpaintl

1 Premedica

1 TCPIP tools

File name: IDrientatiDn_wk'I pf

j Save I

Save az type: IF'DF filez [*.POF]

- Cancel
I e |

6. Save your file to your local drive. If you selected to preview the PDF it will be

displayed in Adobe Acrobat Reader.
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