Uploading Documents to Teacher Pages

To provide the best experience for your visitors, is it highly recommended that you convert all of your documents to pdf
format before they are uploaded to your teacher page.

There are a few relevant ways to convert documents to pdf, if the file itself is not already in pdf.

1. Use the application built-in option to save or download the document in pdf. Applications below are some
examples that provide this built-in option.

a. Word

b. Excel

c. PowerPoint
d. Google Docs

2. Use the document to pdf CutePDF utility available on the district computers.

3. Online converter options (less preferred)

When using Word, Excel or PowerPoint, follow the steps below:

e Open the document that you want to convert.

e Click on File, then Save-As

e C(Click Browse, choose your location

e Name the file and click on the “Set as type” drop-down list and select PDF
e C(lick “Save”

Save As

Account

Options

(- B
| El Save As ﬂ
f& OneDri P
\.J\.J | . v Computer » csanchez (H:) » Word - |¢,| | Search Word y - |
,fE'\ Other WA Organize * MNew folder = - ®
(E% -
L GoogleDrive = Name Date modified Type )
T C . Accessing Google Mail.docx 4/10/2015 712 AM Microsoft Word D...
D ompu = Libraries i ) ) =
A @ 5 Bloodborne Pathogens Employee Quiz.d...  12/2/201410:53 AM  Microsoft Word D... W
ocuments
J’ e Check Mailbox Size.doox 12/10/2014 10:38 ... Microsoft Word D...
usic —
+ Add a H Pict E Dear Parents.docx 12/4/2014 542 PM Microsoft Word D...
ictures
g oot Disposals.docx 3/4/2015 2:24 PM Microsoft Word D...
ideos

FirefoxSS0 Check.docx

Google District Calendar.docx
AT o . ...

M Com puter
£, Local (C)

Enabling and Disabling WDS Boot Image...

2/18/201311:16 PM
8/12/2013 2:29 PM
11/6/2014 11:27 AM

Microsoft Word D...

Microsoft Word D...

Microsoft Word D...

. PC (FA b | A

File name: Docl.docx

Save as type: [Wald Document (*.doc)

Word Document (*.docx)

Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)

Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm)

Authors:

XPS Document (*xps)
S Single File Web Page (*.mht*.mhtml)
Web Page (*.htm;*.html}

Word 97-2003 Template (*.dot)
~ HideFolders [T s S




When using Google Docs:

e C(lick on File
e Click on Download as, then select the “PDF document (.pdf)” option
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When using an application that does not have a built-in method to save as PDF:

e From within the application, click on File, then Print to open the printer dialogue box (Note: the printer dialogue
box will differ depending on the application)

e Select the “CutePDF Writer” printer and click “Print”

o  You will get a pop up asking you to name the file and set the location to save it to. If you do not see the window
within a few seconds, click anywhere on the screen and it should present itself.
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Using Online Tools:

There are many sites available. One example is https://www.freepdfconvert.com/



