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Click	to	view	the	PDF	file	format	is	one	of	the	best	ways	to	publish,	save	and	exchange	well	formatted	documents	that	will	seem	exactly	the	same	regardless	of	the	device	or	computer	they	will	open	them.	Whether	it's	your	RÃ	©	SumÃ	«,	a	fiscal	form,	an	e-book,	a	user	guide	or	a	web	page,	you	can't	go	wrong	using	a	PDF.	It	is	likely	that	you	will
already	have	a	free	PDF	player	installed	on	your	computer,	but	you	can	do	much	more	with	your	PDF	files	than	you	think.	Hit	the	leap	for	our	first	10	lists	of	techniques	for	conversion,	exchange,	sharing,	management	and	modification	of	PDF	documents.	The	format	of	the	portable	document	or	PDF,	was	developed	by	Adobe	Systems	and	has	become
the	industry	standard	for	document	sharing.	A	PDF	document	is	an	exact	replica	of	the	original	document,	whether	it	is	a	word	processing	or	text	files,	graphic	design,	photo,	map	or	even	video.	And	it	can	be	password	protected	so	that	access	to	functionality	as	modification	and	printing	are	limited	[source:	adobe].	Insert	to	create	and	view	a	PDF,	you
need	to	have	the	correct	installed	software.	The	most	well-known	PDF-creation	software	is	Adobe	Acrobat.	Although	you	need	to	buy	this	software,	Adobe	offers	a	free	PDF	viewer	called	Adobe	Reader,	which	you	can	download	from	their	website.	Also,	several	good	third-party	PDF	applications	can	download	for	free.	Some	of	these	can	hide	PDFs	in	the
original	documents.	Some	products,	such	as	Microsoft	Office	2007,	have	incorporated	PDF	converters.	Here's	how	to	convert	a	MS	Word	document	into	a	PDF	in	MS	Word	2007:	Click	the	Office	button.	Move	the	mouse	pointer	above	the	arrow	next	to	the	Save	as	and	select	PDF	or	XPS.Type	button	a	name	for	the	PDF	in	the	file	name	Box	or	Select
one	from	the	list	of	files.choose	PDF	in	saving	as	a	drop-down	list	as.	Select	Open	file	after	publication	to	open	the	new	PDF	after	it	was	created	and	saved.	This	option	is	only	available	if	the	computer	has	a	PDF	reader	installed.	Standard	(Online	and	Print	Publication)	or	Minimum	Dimensions	(Online	Publication)	in	Optimization	for,	depending	on
whether	or	not	you	want	print	quality	or	size	or	size	of	the	lower	file,	respectively.	Click	Options	and	set	appropriate	print	options.	Click	OK.Click	Publish	to	start	the	PDF	creation	process.	If	you	need	to	make	corrections	or	modifications	to	the	PDF,	make	them	to	the	original	Word	document	and	then	create	a	new	PDF	document	[Source:	Microsoft
Office].
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