
Saving a Word Document as a PDF 
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By saving a document as a PDF, the resulting file can be opened directly in Bb9. The student does not 

have to answer a dialog box to either Open the file or Save the file as happens with a Word document. 

Clicking on the link simply opens the PDF file directly. 

 

Open the document to be saved as a PDF in Word, such as a syllabus. 

 

Office Button > Save As > PDF 



 

Confirm the location to save the file, and then click Publish. 

 

The document is now available as a PDF, which can be uploaded to Bb9 and opened directly. 

Always save BOTH the Word document and the PDF. If you need to make changes later, you must use 

the Word document to do so and then save as a PDF overwriting the original PDF file. You cannot 

change a PDF into a Word file to make changes or make changes directly in the PDF. 

I suggest using this approach to save any document used in your course such as the syllabus, 

assignments, lecture note, etc. 


