Medline’s Corporate Document Control
Quick Guide to the pdf. Setup Process

Section One
“Saving As”
Converting your document to pdf. format

NOTE: Whichever option you choose to convert to pdf...the document must be first
“saved as” somewhere in a file.

e The pdf. icon can be installed on your word or excel toolbar by using the view,
toolbars, check Acrobat pdf.

o Use your toolbar icon if creating into pdf for use later
o Use the File\ Send To\ Mail recipient as pdf.
o Use the Printer option and chose the distiller as your printer choice

o See the attached print outs for a step by step setup when converting to pdf for e-
mail recipient.

*If securing the document be sure to create your signature fields first.
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