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 Saving a Workbook as a PDF File 

 
THE BOTTOM LINE

The Portable Document Format, commonly known as PDF, is a popular 
file type for many computer files. More than one billion files are saved 
currently as PDF files, and the number is constantly growing. A PDF file 
can be saved, exchanged, and viewed on a variety of operating systems, 
including Windows®, UNIX®, and Mac OS®. As an extra bonus, the content 
and formatting in your PDF files are displayed exactly as you created them, 
even if the user does not have the software you used to create the file. Also, 
users can view, search, and print your PDF. Originally created by Adobe 
Systems® in the early 1990s, PDFs can be viewed by many software 
programs, including Adobe® Reader®, which Adobe distributes on the 
Internet. Any user with Internet access can download the free Adobe Reader 
software to view the PDFs you create. It is easy to see why PDF is such a 
popular file type. 

Choosing a PDF File Format 
A PDF is a good file type to use when distributing information in a 
Microsoft Office Excel file to many users with different operating systems, 
software, and employee security levels. To save an Excel workbook as a 
PDF, you must download and install an Excel add-in. After the add-in is 
installed, you can save a workbook as a PDF by using the Save As 
command in Excel. 

Choose a PDF File Format 

GET READY. Before you begin these steps, be sure to launch Excel and 
verify that your computer can access the Internet. 

1. OPEN the Branch Personnel workbook from the data files provided. 
(See your instructor for the location of the data files.) 

2. Click the Microsoft Office Button. Point to Save As, and then 
select the Find add-ins for other file formats option. The Excel 
Help window, containing several active links, is displayed as shown 
in Figure 1. 
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Figure 1 

Excel Help window 

 

Links 

 
3. Click the Install and use the Save as PDF or XPS add-in from 

Microsoft link. The Help page is scrolled down to display an 
additional link, as shown in Figure 2. 

 

Figure 2 

Additional link in the 
Help window 

 

Additional link 
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4. Click the Microsoft Save as PDF or XPS Add-in for 2007 
Microsoft Office programs link. Your default Web browser is 
opened and the Microsoft Download Center is displayed, as shown 
in Figure 3.  

 

Figure 3 

Add-in at the Microsoft 
Download Center 

 

Add-in 

Description 
Continue button 

 

The description states that installing this add-in provides additional 
functionality in eight Microsoft Office applications. TAKE NOTE 

 
5. Read the brief description of the add-in and click the Continue 

button. The Install the Genuine Office Validation Component is 
displayed, as shown in Figure 4. 
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Figure 4 

Install the Genuine 
Office Validation 
component 

 

Internet Explorer 
Information Bar 

 
6. Click the Internet Explorer Information Bar. Click the Install 

ActiveX Control option on the dropdown menu. The Internet 
Explorer – Security Warning dialog box is displayed, as shown in 
Figure 5. 

 

Figure 5 

Internet Explorer – 
Security Warning 
dialog box 
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7. Click Install. The Office Genuine Advantage software is installed and 
the Microsoft Download Center is displayed, as shown in Figure 6. 

 

Figure 6 

Microsoft Download 
Center window 

 

Download button 

 
8. Click Download. The File Download – Security Warning dialog box 

is displayed, as shown in Figure 7. 
 

Figure 7 

Download the add-in 

 

Save button 

 
9. Click Save.  The Save As dialog box is displayed, as shown in 

Figure 8. 
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Figure 8 

Save the add-in 

 

Save button 

 
10. If necessary, browse to a location to save the downloaded add-in. 

Accept the default name, and then click Save. The add-in is 
downloaded and saved. The time that is required to download the 
add-in varies based on the speed of your Internet connection and 
your computer’s specifications. When the add-in has been 
downloaded, the Download Complete dialog box is displayed, as 
shown in Figure 9. 

 

Figure 9 

Download complete 
dialog box 

 

Run button 

 
11. Click Run. A warning box is displayed, as shown in Figure 10. 
 

Figure 10 

Security Warning 
dialog box 

 

Run button 
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12. Click Run. The Microsoft Save as PDF or XPS Add-in for 2007 
Microsoft Office programs window is displayed, as shown in Figure 
11. 

 

Figure 11 

Accept the software 
license terms 

 

Accept the 
software 
license terms

 
13. Click the Click here to accept the Microsoft Software License 

Terms checkbox. Click Continue when it is displayed. A progress 
bar is displayed while the software is installed. When the installation 
is complete, a small dialog box is displayed. Click OK. 

14. Maximize the Excel window and close the Excel Help window, if 
necessary. 

15. Click the Microsoft Office Button. Point to Save As, and then and 
select the PDF or XPS option. The Publish as PDF or XPS dialog 
window is displayed, as shown in Figure 12. 
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Figure 12 

Publish as PDF or 
XPS window 

File type 

 
16. If necessary, select PDF in the Save as type box. Click Publish. The 

Branch Personnel.pdf file is created and displayed, as shown in 
Figure 13. 

 

Figure 13 

Branch Personnel 
PDF file 

 
 

If you do not have software to display the PDF file, download Adobe 
Reader from the Adobe Web site. TROUBLESHOOTING 

 
 STOP. CLOSE all documents and applications. 

Publish button
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In the preceding exercise, you downloaded and installed a Microsoft add-in 
that enables you to save many Microsoft Office 2007 files as PDFs. You 
then saved an Excel file in the PDF format. PDFs are useful because the 
user can view a PDF file on a variety of platforms. Formatting is displayed 
as the content creator designed it, and the PDF file is difficult for a user to 
modify, providing some security for the file you created. 
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