Create a .pdf File

To create documents that can be viewed universally by users convert documents to .pdf format to be viewed with the free Adobe Acrobat Reader.  These documents cannot be easily edited and can be read by any computer that has Adobe Acrobat Reader installed, and most already do.  The Acrobat Reader software can also be downloaded from www.adobe.com by anyone, anywhere.  Any file can be converted into a .pdf, as it uses printing protocols.  

There are two main ways to convert a file to a .pdf file.  One is with a toolbar button associated with Adobe Acrobat Distiller software, which is a product that many offices have purchased licenses to use.  In this case there is often a button on the toolbar that will launch the Adobe pdf process.  
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The second way to create a .pdf file is to “print” your document (Word file, Publisher file, any file) using the File/Print menu.  Click “File” and select “Print” and choose either the “Adobe PDF” printer or the “PDF Creator” printer.  If you do not have one of these printers available go to http://sourceforge.net/projects/pdfcreator/ and download the file named “PDFCreator-0_9_3_GPLGhostscript.exe”.
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Once you choose a .pdf printer you’ll be prompted for a Document Title and any other information you’d like to include.  Press the save button and you’ll be prompted for more information.  

A new window opens that prompts you to choose a filename and location to save the file to.  

Once the file has been “printed” to the .pdf file it will open in Adobe Reader for you to review.  This new .pdf file is what you’ll upload to the Plone server in the next step.
