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Adobe Acrobat 7.0 - Convert Word document to PDF 
 
Pre-conversion: 
 
It will be less work for you if the File Properties (Title, Subject, Keywords) are set in the 
original Word document.  The person who creates the Word document should do this.   
 

 
 
 
Conversion: 
 
Open document to be converted in Word. 
 
Check Conversion Settings before Converting document: 
 

 
 
 

 

Settings Tab Smallest File 
Size 

You can check to make sure this has been 
done by going to File/Properties, then 
selecting the Summary tab. 
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Security Tab 

Word Tab 
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For Word documents such as reports where heading styles have been used, select 
appropriate Bookmark Options to automatically convert Headings to Bookmarks. 
 
 
  

Bookmark 
Options 

Bookmarks Tab
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Converting to PDF 
 
When ready to convert, select 'Convert to Adobe PDF' 
 

 
 
When prompted, save document with appropriate name in location that you have 
designated for PDFs. 
 
When document opens in Adobe Acrobat, check and as necessary, edit Document 
Properties - Select File, then Document Properties 
 

 
 
Description tab - Set Document Title, Subject and Keywords 
 
Initial View tab  

• Set 'Show' to 'Page Only' (if document is not bookmarked) or  'Bookmarks Panel 
and Page'  (if document contains bookmarks). 

• Set 'Page Layout' to 'Continuous' 
• Set 'Magnification' to 'Fit Width' 
• Check that 'Open to Page Number' is 1. 

 
Security tab - set only if necessary 
Changes to Font, Custom and Advanced tabs should not be necessary 


