(% How to save from Google Doc to a
&l PDF

CADDD CAREER & TECHNOLOGY
CENTER

Working in Microsoft Office? We have instructions for that, too!
Find them on our website: www.caddocareer.com/scholarship.
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Make sure your document has a L Click here to rename your docurment.
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clear and unique name, like “Smith
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Resume” or “Doe Work Sample 1.”

| Tsb1

T Headings you add 10 the document

] willapear hare.
-WorkSample | &t &
Van waae Foomn Toow Exwescns WD
By L I 3 T I I W A -] 2
Sl ==t IO DO, TN Do
& D sy

-
°

o et

e . Pt s ok e
5 i e

b

Py

= ’ top Lleft.

& Vet

Click on the File menu in the
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Hover over “Download™:
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e Select the option to

download as a PDF file.
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i . Note: Only PDF files will be
- accepted by the application
form.
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First, select a location on your

computer.

Note: It’s probably a good idea to
make one folder to save all of your
application files in.

Then, select “save.”

Questions? See Ms. Mangham in 403, Mr. Matlock in 404, or Mrs. Kulp in the library.



