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Steps for conversion of paper in pdf format

o Step-1
After saving the document, go to print option under file menu bar as shown in the
image below.
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e Step-2
Select the default pdf writer from the drop down list. (CutePDF Writer is selected in this case,
as displayed in the pic below) and further click on Options button.
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Step-3

Click on save tab in the list of tabs displayed in Word Options Window.
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o Step-4

Check the option Embed fonts in the file in the Save Tab. Check the first option and

uncheck the second option as showed in the pic below. Press OK to continue.

| Home l Insert Page Layout

£
% i

_— ’ Popular
E @ Cut Calibri (Body) P
=3 Copy Display
Paste B | F U - a
- 5‘ Format Painter = )
Proofing
Clipboard IF
Advanced
Customize

Trust Center

Resources

H Customize how documents are saved.

Save documents

Save files in this format: |Word Document [*.docg El

Save AutoRecover information every minutes

AutoRecover file location: | ChUsers\rajesh.dubey\AppData\Roaming\Microsoft\Word',

Default file location: | Chdsersirajesh.dubey\Documents’,

Offline editing options for docu t man. t server files

Sawve checked-out files to: (i)
The server drafts location on this computer

) The web server

Server drafts location: |C:\Users\rajesh.dumeocuments\SharePoint Draftsh

Preserve fidelity when sharing this document: |@ Mew Microsoft Office Word Document

Embed fonts in the file ()
Embed only the characters used in the document (best for reducing file size)
Do not embed common system fonts

Page:1lofl | Words: | < |




e Step-5
After clicking OK, the pdf file of the document will be generated which is ready to be uploaded
by logging onto edas gateway.

NOTE:

The above steps are desgined for Windows users using MS Office
version 2007/08 and above.



