Creating a PDF File in Excel 2007 The University of Akron
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Lesson 1: Prepare the Worksheets

Discussion

There are two items that need to be considered before creating a PDF file from an Excel
document:

1. Review the selection to be used at Print Preview and make any necessary
changes.

2. Review the Document Properties to determine if the properties will be saved
with the PDF and to make any necessary changes.

A single worksheet, an entire workbook or a range of cells (selection) may be saved as
a PDF file. When the PDF file is created, the pages will look like the printed (hard copy)
pages of the worksheet. Therefore, it is important to use the Print Preview command to
display the pages and review how the PDF file will look when it is created.

Based on that review, make any changes to improve the appearance of the printed
pages. Many of these changes are made in the Page Setup dialog box, which is
available on the Page Layout tab at the Page Setup dialog box launcher

Page Setup P )

If you wish to save an entire workbook as a PDF file, follow these instructions for each
sheet of the workbook. Most, but not all, of the instructions can be given once for
multiple worksheets by using CTRL + click on the worksheet tab to select each of the
worksheets to be formatted and then, selecting the options in the Page Setup dialog
box.

IR
- ~ ‘Q
R
'_; ’.

Steps

1. Open the workbook.

[ Dn
o Click on the Office Button “* .

e Select Open.
¢ In the Open dialog box, navigate to the file’s location.

e Double-click on the filename.
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2. Preview how the file will look when it is printed.

¢ Click on the Office Button G :
e Select Print.
e Select Print Preview.
e Use the Next Page and Previous Page tools to move through the pages.
e Note the changes that you want to make.
e Click on the Close Print Preview tool.
3. Make and save the changes to improve the printed appearance of the worksheet.

For worksheets that print on more than one page, consult the Quick Reference
Guide, “Using and Printing Large Worksheets in Excel 2007.”

4. OPTIONAL: Review the Document Properties.

[ Dn
e Click on the Office Button .
e Select Prepare.

e Select Properties. The Document Properties information appears below the
Ribbon.

6 Document Properties > Location: C:\Documents and Settings\PamMy DocumentsYUA\Office 2007\Excel #* Required field >

Authar: Title: Subject: Keywords: Category: Skatus:

Comments:

e Enter any data that is to be stored with the Excel file. Some of this data also may
be saved to the PDF file, such as File name, Title, Author, Subject, and
Keywords.

i . -
e Click on the down arrow for ‘& DecumentProperties ~
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e Select Advanced Properties. The Document Properties dialog box is displayed.

N
PDF practice - Prog plan GPA results ver2.xlsx P... E|E|
\_/

General | summary | Statistics | Conkents | Cuskom

l':‘ PDF practice - Prog plan GPA results verz xlsx
H]

Twpe: Microsoft Office Excel Worksheet:
Location:  C:\Documents and SettingstPamify Documents iAo
Size! 150KE (154,603 bytes)

M5-DO5 name:  PDFPRA~1.XLS

Created: Friday, June 01, 2007 10:16:04 AM
Modified: Friday, June 01, 2007 10:16:04 AM
Accessed: Fridaw, June 01, 2007 10:16:04 AM
Aktributes:
[ K, l ’ Cancel ]

e Review the data contained on the various tabs. Make any changes, if necessary.
e Click on OK.
e Close the Document Properties information area by clicking on its x

Required field >

5. Click on the Save tool = the Quick Access toolbar to save any changes.
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Lesson 2: Create the PDF File
A PDF file may be created from:

e Arange of cells
o A worksheet

e The entire workbook

N .f\'*‘g‘

Steps ro o
1. If the PDF file will be created for a worksheet, click on that worksheet’s tab to
make it the active sheet.

2. If the PDF file will be created from a range of cells, select the range of cells so

that they are highlighted.

3. If the PDF file will be created for the entire workbook, click in any cell of the
workbook so that it is the active open file.

_"'l’“'w
4. Click on the Office Button .

5. Select Save As.

6. Select PDF or XPS. The Publish as PDF or XPS dialog box is displayed.

Save in: I3 Excel 2007 v| @ -8 X o E-
. (3 0e-01-07
Recent
?_.a
Desktap
My Documents
-
59
My Computer
‘»} File name: Program Plan 2004 Fall v
-
My Mebwork Save as LyPe! | poE ¢+, pdf) M
Places
Open file after publishing
Cptimize far: (%) Standard (publishing online and printing)
() Minimum size {publishing anline)
Fublish Cancel

7. At Save in, select the drive and folder in which to save the PDF file.

8. Type a file name in the File name edit box.
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9.
10.

Be certain that PDF (*.pdf) is selected at Save as type.

It is recommended that the box for Open file after publishing is marked, so that
you may preview the PDF file after it is created.

11. Make a selection at Optimize for. If you are uncertain whether to select Standard
(publishing online and printing) or Minimum size (publishing online), select
Standard.

12. Click on the button. The Options dialog box is displayed.

Page range
@l
(0 Pages)

Publish whak
() Selection ) Entire workbook
[OF N s .

& If print areas have been
gnore print areas . .

Inchude non-printing information deSIQnated n the WOfkbOOk, yOU
Dacument properties may Want tO mal’k th'S CheCkbOX
Docurment structure kags For accessibility

FOF options
[(]150 19005-1 compliant (POFIA)

[ oK ] ’ Cancel ]

13. At Page range, select All or a range of pages, based on your prior review at Print
Preview.

14. At Publish what, indicate your choice.

15. At Include non-printing information:

e Unmark the Document properties checkbox, if you do not want any of that
information to be available in the PDF file.

If this box is marked, properties that are saved to the PDF file include
File name, Title, Author, Subject and Keywords. Other properties that are saved
include date and time that the file was created/modifed and file size.

e |f Document structure tags for accessibility is marked, the file will be larger and
include data that helps disabled users. For example, data included helps a
person using a screen reader to navigate the document.

e The ISO 1900S-1 compliant format is required by some governmental
agencies. Mark this checkbox if this format is required.
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16.

17.
18.

19.

and the PDF file is displayed.

Click on OK. The Publish as PDF or XPS dialog is displayed.

Select . The hourglass appears as the PDF file is created.
The PDF file is saved in the drive and folder indicated in the Save As dialog box.

If the option Open file after publishing was selected, Adobe Reader is opened

#! Adobe Reader - [PDF practice - Prog plan GPA results ver2. pdf]

{_ aftachments

[ commerts

=% Fle Edt WView Document Tools Window Help -8 x
P Bl swveacory = @ P seorcn ‘ b | Ircelct il | @ - 1| e1 @[ |- @ | O3 @nen- ¥ || Shbedvideonnd ﬁ
»
~
A | E] [ [ o E F G H
Academic  Academic Plan Academic Level -
(Major) Plan Type =™ Beginning of Term Gender State
P Sy CON 2004 Fall Freshman Male OH
Vocational Integrated Business MAJ 2004 Fall 5t Year Undergraduste  Female OH
Technical Education MAJ 2004 Fall Senior Female OH
Technical Education MAJ 2004 Fall Senior Male OH
Technical Education MAJ Senior Female OH
Technical Education MAJ Senior Male oH
£400008S Technical Education MAJ 2004 Fall Junior Female OH
S40D00B5  Technical Education MAJ 2004 Fall lunior Female OH
S4000085  Technical Education MAJ YearUndergracuste  Female OH
54000085 Technical Education MAJ Year Undergraduate  Female OH
54000085 Technical Education MAJ Senior Female OH
S40D00B5  Technical Education MAJ Senior Female OH
£4000085 Technical Education Mal YearUndergracuste  Female QH
54000085 Technical Education MAJ ‘Year Undergraduate  Female OH
E£4000085 Technical Education MAJ Freshman Female OH
E£4000085 Technical Education MAJ th Year Undergraduate  Female OH
54000085 Technical Education MAJ Senior Female OH
54000085 Technical Education MAJ Year Undergraduate  Female OH
Technical Education MAJ ior Female OH
Technical Education MAJ YearUndergrscuste  Male  OH
Technical Education MAJ ior Female OH
Technical Education MAJ Year Undergraduate  Male OH
Technical Education MaJ Year Undergracduate  Female OH
Technical Education MAJ 2004 Fall Senior Male oH
Technical Education MAJ 2004 Fall Senior Male OH
Technical Education Mad 2004 Fall Sanior Male OH
Technical Education MAJ 2004 Fall Junior Male OH
-ation MAJ 2004 Fall Senior Female OH
SprSportMgmt  MAJ 2004 Fall Senior Male  OH
SpreSportMgmt  MAJ 2004 ior jsle OH
Sprt-Sport Mgt MAJ 2004 Fall Bt Year Undergraduate  Male  OH
1 Sprt-PrePhys Th MAJ 2004 Fall Junior Male OH
1 -Sprt-PrePhys Th MAJ 2004 Fall Junior Male oH
35 |EDUCU 55521785 Sport&Exer Sci-Spri-Coach/Cond MAJ 2004 Fall_Senior Male oH
Page 10784
v

tofes | b

=)
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20.

21.
menu.

Review the file.

To view the Document properties, select File, Properties from Adobe Reader’s
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