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CREATING PDFS IN MICROSOFT OFFICE

THE PROBLEM

QUICK STEPS

THE SOLUTION

1.

(prevent unwanted document edits)

Attorneys and other legal professionals are well versed in the creation of legal 

documents including word processing and spreadsheets. However, law firms must 

ensure that legal documents sent to clients, courts, opposing counsel and other third 

parties are unmodifiable (i.e., files that cannot be edited by the recipient), which can 

still be shared and printed. As such, the Portable Document Format (PDF) is essential to 

the practice of law, and PDF creation is an important skill. Unfortunately, there is some 

confusion regarding the tools required to prepare PDFs, and some legal professionals 

are unaware that their current office suite includes built-in PDF creation features, which 

will prevent unwanted document edits.

Create the Original Document

Prepare your legal document in Word. When the document is reviewed and ready 

for final status, save your Word document in the same storage location as normal 

using the firm’s standard file naming convention.

Create the PDF Version

With your Word document open, choose File – Save As from the top menu – the 

folder location will automatically default to the SAME folder where you saved the 

Want to create PDFs quickly and easily? Microsoft Office, and in particular Word (word 

processing) and Excel (spreadsheets), is capable of creating PDFs without the need for 

additional software.

2.
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Word document - and the file name will automatically default to the SAME file 

name as the Word document. However, in the File Type drop down under the file 

name [which will default to “Word Document (*.docx)” or something similar], choose 

“PDF (*.pdf)” and then click Save. 

Note that since you already saved the original Word document, you can simply 

cancel any part of the PDF creation process and your original (source) document will 

be unaffected.

Open the New PDF

Open Windows Explorer (the yellow folder icon) and find the folder location where 

your Word and PDF files are saved. Double click on the PDF file to ensure the file 

opens correctly. Important: review every page of the PDF to confirm there are no 

page breaks, spacing issues, or other anomalies. Your new PDF is ready to email or 

upload, as appropriate, and the recipient will be unable to edit (modify) the file.

Beware Additional File Edits

In the event that additional edits to the original Word file are required before you 

email or upload the PDF, you will need to restart the process from QUICK STEP #1, 

above. Basically, you will open the original Word document, edit the text, save the 

changes, Save As a PDF, etc. – note, there is no requirement to rename the Word or 

PDF files, and when Word prompts you to overwrite the existing Word and PDF files, 

choose OK, if appropriate.

3.

4.
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PRO TIPS

 √ On a Mac, the steps above are nearly identical. However, after choosing PDF from 

the Save As window, you will choose “Export” to finish the process.

 √ The PDF creation process works similarly on Excel (spreadsheets) and PowerPoint 

(presentations) for legal or supporting files that are not meant to be editable by the 

recipient.

 √ As an additional benefit, PDFs can be viewed and printed on any device, including 

desktops, laptops, tablets, and mobiles, as well as on any operating system 

(Windows, Mac OS, Linux, Android, etc.).

 √ PDFs can be password protected using the same options to protect a Word 

document. For details, click HERE to view “PASSWORD PROTECTION FOR 

MICROSOFT OFFICE DOCUMENTS” in the Tech Tuesday archive.

 √ The general techniques above for PDF creation also work in OpenOffice, LibreOffice 

and other free office productivity suites.

 √ Note that PDFs are generally unmodifiable by the recipient. However, software like 

Adobe Acrobat and others (some free of charge) will allow editing of most PDF 

files. So the creation of PDFs should be viewed as a method of protection that is 

not foolproof. At the very least, a law firm could easily offer proof that a PDF was 

created and emailed or uploaded before it was edited by the recipient, should such 

a dispute arise.
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MORE SUPPORT
 √ Have questions about any of the material presented above?

 √ Any questions about law firm technology in general?

 √ Craving to see archived copies of the entire Tech Tuesday series?

 √ Care to share these lessons with your staff, colleagues, and buddies from law 

school?

Click HERE to access the Tech Tuesday Home Page and make all your tech dreams come true. 

SPREAD THE WORD!

JOIN THE DISCUSSION

 √ Share these practical tips with colleagues, staff, family and friends.  

 √ Show you care and share the knowledge.

 √ Click here to add recipients to HTM’s Tech Tuesdays. 

Have question, hit a roadblock or figured something out that you want to share? Join 

the discussion forum here! 
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