Saving Your Files as PDFs
If you are using Word:

Step 1: Click on the file/office button

Step 2: Hover over "Save As" and scroll down to "PDF"

Step 3: Click "Save as PDF"

Step 4: Save it to your flash drive (Click "computer" on the left hand side of your screen and find your flash drive-it will be the removable disk-usually U or Z

Step 5: Name your file

If you are using Office Libre:

Step 1: Click on the file menu

Step 2: Click "Export as PDF"

Step 3: Click "Export"

Step 4: Save it to your flash drive (Click "computer" on the left hand side of your screen and find your flash drive-it will be the removable disk-usually U or Z

Step 5: Name your file 

