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Move the pointer next to the document’s name in the title bar, click the arrow that appears, then select or deselect the

Locked checkbox. JPEG, PDF) to reveal a dropdown menu. That way, you'll have two 
les: a Word document you can

continue to edit and a PDF 
le you can share. Choose a name and location for the PDF 
le Learn how to save PDFs, convert

a webpage to a PDF, and save an email as a PDF to the Books app on your iPhone, iPad, or Mac. Save a PDF to the Books

app on your iPhone or iPad. Combine 
les into a PDF on Mac. You can quickly combine multiple 
les into a PDF right from

your desktop or a Finder window. To change this, click, click Edit Menu, then choose a different default action. Give the PDF

a different name than the original document. If you want to make the text searchable in the PDF you are creating, check the

box Recognize Text (OCR) otherwise From there, follow these quick stepsClick the blue button labeled “Select a 
le,” or

drag and drop a PDF into the drop zoneSelect the PDF you want to convert to the DOCX 
le formatAcrobat automatically

converts the 
le from PDF to WordChoose File > Print. Select the 
les you want to combine into a PDF In the export

window that appears, adjust the 
le name and format as needed. In the Save As box, type a name for the 
le. Select the new


le format you want to In the Preview app on your Mac, open a PDF or image. On your Mac, click the Finder icon in the

Dock to open a Finder window. In Preview on your Mac Open Adobe Acrobat and select Tools > Create PDF and then select

Scanner. File Format: Some applications let you select a different 
le format (e.g.,.docx ). Swipe left over the app icons and

tap Books. Click “Save”: A copy of your 
le will be created with the speci
ed changes Open Safari on the Mac if you haven’t

done so yet. If you don't see Books, tap the More button, tap Edit, then select Books File Menu: Go to “File” > “Save As”. New

Name or Location: Choose a different name or navigate to a new location if desired. Tap the Share button. In the File Format

box, click PDF Click the current 
le format (i.e. Tip: To lock or unlock a 
le in the Finder, select the 
le, choose File > Get

Info, then select or deselect the Locked checkbox. Go to the PDF 
le in Safari that you want to save to the Mac. With the

PDF 
le open in Safari, pull down the “File” menu and choose “Save As”. Name the PDF 
le and select the destination to

download the PDF 
le to and then click “Save” to download and save the PDF 
le locally On the File menu, click Save As. Or,

you can also save a 
le by clicking the Save icon in the ribbon. Tap the PDF to open it. Click the PDF button or click to open

the PDF pop-up menu, then choose Save as PDF. Clicking the PDF button saves the document as a PDF by default. Select

the Scanner that is connected to your Mac. Macs support both TWAIN and ICA (Image Capture) standards so it doesn’t

matter which one you choose.
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