Saving Files as a PDF: PC

OVERVIEW

While there is no tool pre-installed on PCs for converting files into PDFs, there are many
free PDF converters available to download and use.

The recommended PDF converter by eLlIS is CutePDF:
http://cutepdf.com/Products/CutePDF/writer.asp

DOWNLOADING AND INSTALLING

1. Go to the CutePDF website at http://cutepdf.com/Products/CutePDF/writer.asp

You will need to download the CutePDF writer and converter; both are free to download.

2. On the left side of the screen, click the Free Download link.

E] Free Download
(Ver. 2.7: 1.54 MB)

3. A dialogue box will appear on screen asking if you would like to save the file; click Save
File.

Opening CuteWriter.exe

You have chosen ta open

CuteWriter.exe

which is & Application
fram: http:/ i, cutepdf.com

Would wou like ko save this file?

[ Save File ] ’ Cancel ]

A file named CuteWriter.exe will be saved to the desktop.

| CubsWriter,exe Cpen
Done Remove

4. Click Open in the “Downloads” dialogue box, or double click the file icon on your
desktop

(Note: click OK if a warning message appears for the executable file).

Open Executable File?

G "Cuketriter, exe” is an executable file, Executable files may contain viruses or ather malicious code
)_,'-) that could harm your computer, Use caution when opening this file, Are you sure you want to launch
"Cutetwriter, exe"?

[T Don't sk me this again’

Cancel
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Saving Files as a PDF: PC (continued)

The Setup Wizard for the CutePDF Writer will appear on screen.

15 Setup - CutePDF Writer g|§|g|

Welcome to the CutePDF Writer
Setup Wizard
This will itztall CutePDF Writer 271 on your carmputer.

It iz recommended that you cloze all other applications before
continuing.

Click Mext to continwe, or Cancel to exit Setup,

[ fl et > ]’ Cancel ]

?

5. Click Next and follow the instructions in the Setup Wizard.

|5 Setup - CutePDFE ¥Writer

Ready to Install ~
Setup iz now ready to begin inztaling CutePDF *iiter on pour computer.

Chck [nstall to continue with the installation.

l < Back H Install l[ Cancel l

6. When the Setup is ready to begin installing CutePDF Writer on your computer, click
Install.
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Saving Files as a PDF: PC (continued)

If not already on the computer, the Setup Wizard may ask if it should download and install
the PS2PDF converter.

7. Click Yes.

CutePDF Wr ter Setup

CukePDF Wrier must be used with PSZPDF converter,
would wou likg Ehis Sekup program ko download and install
a free converfer (recommended) For vou?

MOTE: this will require Internet access o our Website,

Yes Mo ‘

The Setup Wizard will install the CutePDF Writer and converter onto your computer.

Using CuTeEPDF 1o CReaTE A PDF DocuMENT
1. Open the original document you wish to save as a PDF file.

2. From the menu, click File, and click Print.

The “Print” dialogue box will appear on screen.

Print

Frinter

VP 3. Under the “Printer” options, click
the drop down list and select CutePDF
Writer from the menu options.

I amne: CutePDF 'writer

Status: Ready
Type: CutePDF writer

Wihere:  CPw2:

Cammerit: [ Print to file
Frint range Copies

& Al Mumber of copies: |1 B
(O Pages  from l:l to: Iﬁ ﬂl

Fririt Frames

ok <—e=m=—rT 4. Click OK.

The “Save As” dialogue box will appear on screen.
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Saving Files as a PDF: PC (continued)

Save As

Save it [ @ Desklon <] o EB- 5. Choose where to save the file on
your computer,

E]My Documents
:J My Cormpuker
HM}; Metwork Places
CutePDF Writer Readme, pdf

enter in a File name, and click Save.

File: narne: CutePDF ‘wiiter Beadme
Save as type: | PDF Files [*.pdi) -] Cancel

tove up to CutePDF Pro and get advanced control over your PDF documents.,
E asily merge & split PDFs, add secunty, digital signature, stamps. bookmarks or
header/footer. make booklets, n-Up, save POF forms. zcan to PDF and more!

hittpe v, CutePDF com

The document will be saved as a PDF file on your computer.
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