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Converting a Document to PDF
Portable Document Format (PDF) is a file format developed by Adobe Systems for representing documents in a manner that is independent of the original application software, hardware, and operating system used to create those documents. A PDF file can describe documents containing any combination of text, graphics, and images in a device independent and resolution independent format. ...en.wikipedia.org/wiki/PDF_file
1. You may want to convert your projects to a PDF file instead of saving them in the original format you created, such as a word document or html document. The nice thing about saving documents as a PDF file is that the document will appear just as you typed it. 

2. Open the document you wish to save. It does not matter if it is a Power Point, Excel, or Word document, etc.
3. For example, I have opened an Excel spreadsheet for the results of an m&m activity.
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4. The following dialogue box will appear. Notice it says Save Adobe PDF file as …
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5. Now you will notice that I have saved the original file with spaces, this is not a good idea if I want to post the pdf file to my web page. So in the line that says file name, I am going to type m-mresults. Notice that I am going to save it in my Fall 2007-2022 folder. That is “ok” for me, but you need to save anything that you are going to post on your web page in your folder with your web page stuff. 

6. Now you will see a dialogue box that says Converting to PDF file. When it is finished, it will look like this.
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Look in the top left hand corner o the Excel sreen to see which cell you arein. The cell tatis
selected i called theactive cel. Each celladdress begins with & leter to ndicate the colum,
followed by a mumber to indicate the fow. For example: F6

Hore Topics...

@ complete Acrobat 60 Help
An exampleof aformula or SUM s =SUMCDIOH10). This meansexcl wouldaddthe mumbers
2 Cal D10 through HI0.

Show How To Window at Startup
To 6l 2 formula into adjacent cells: First make sure the cell with the formula i the active cell

Then click the amow on the acive cell and drag through the cels taat you wat the fommula put
iato. Next select Edit, then slect Fil then select either down or right, up or Ief.

o insert another row you would slectthe location ahead of which you wat fo place the new row
orfows. From the Insert mem item select Rows. To sert  new column Excel wil inset the
ew colum(s) to the left of the colum you selct.

One way to adjust the width of  colum i o s the mouse along the lies betueen the lefters of
the columns wnt] you get cross arows. Then click and shde. You can also highlight rows or
colmns and g0 o Format and then selecteiter row or column.

Comments

‘Using the function option. From the Insert menu select Function. (We are going to use the
Average, Median, and Mode fincions, oze a a finse of course) Select the Statstical categary,
then select the Average function Som the listof statistical fmetions,then click OK. Excel
automaticaly takes a guess at what cell you want bighlighted. Check them out, make any changes
f necessary, and then click OK. OR Exanple: Afre you have selected the category and Amction,





7. You can now link it to your web page. Highlight the project to be linked, in this case, I am linking my bookmark. Select browse and then select the appropriate PDF file. Be sure that under Files of Type—that All Files are selected. Then select Open and the file will be linked.
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8. Save your Projects web page. Then select Browse and you can test your link. 
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Itinois Technology Standard Description
Standard 1: Basic Computer/Technology Operations  This bookmark was designed to share information
and Concepts about myself with the Instructor of this class. The
bookmark included my name, my Eastern e-mail
Standard address, my Eastern URL address, and information
about me. T could use this tool to share contacy
information with my students,
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See the three 


Little icons. Click on the first one.
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