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The way of preserving Word file in PDF form
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When your report is finished, save it in “your student number.doc”.
After that, save it in PDF form.
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Click “file” from menu.
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Choose “Save with name”
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Designate the saving destination, and click “ ¥ ” on the right side of “file
type”.
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Choose “PDF(x.pdf)”
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Confirm the “file type” changing to PDF(x.pdf) and the filename extension is
“pdf”, then click “save”.
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Confirm the file of “your student number.pdf” is made, and double—click to
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confirm your report is there.
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Submit your assignment from moodle course
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Choose “save with name” from “file” in menu.
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Click “¥” in “format”
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Choose “PDF” and click “save”.
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Confirm the “your student number.pdf” file is made from Finder, and double-
click to see your contents there.
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Submit your assignment from moodle course.
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