Saving a copy of the report to PDF format in Excel 2010

This lesson examines how to save a copy of the report to Portable Document Format (PDF) in
Excel 2010

Enter the application menu

|= NavigatorExport73.xls [Compatibility Mode] - Microsoft Excel o B =R
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1 This is a report title
2
3 Cible Beverages - Beer - Glasses/cans/bottles/past 7 days - Any of [ None, 1-3]
4 Campagnes 4,8
5 |Trier par Taille du marché RMR, Afficheur, Produit
6
7 4 semaines
8 Marché RMR Afficheur Produit d'Affichage Circ No PEB Marché PEB Cible Imp Cible |~
9 Moy / Jour Faces [Jour P F Camp Camp (000s)
10 Toronto Astral Horizontal Posters 35,000 47 25 58 1120 697 34,924
11 Plan #1 Street Furniture (68x47) [ 19,000 87 25 65 | 109 702 35177
12 Astral Mix 20,400 134 50 73 11941 1,398 70,101
13
14 Horizontal Posters 27.500 60 25 61 [ 116 700 35,093
15 ‘Street Furniture (68x47) | 22,800 73 25 60 [11.7 705 35,327
16 OUTFRONT Mix 25,300 133 50 70 [20.0 ] 1,405 70,420
17
18 Pattison Horizontal Posters 24,200 68 25 60 | 116 698 34,986
19 Street Furniture (68x47) [ 13,500 123 25 59 1120 702 35,181
20 Pattison Mix 21,400 191 50 69 1203 ] 1,399 70,167
21
22 |_Toronto Mix 22,200 | 458 | 150 92 [45.7] 4202 | 210,689
23
24 Montreal Astral Horizontal Posters 46,500 23 25 58 | 11.8 680 21,086
25 Plan #1 Astral Mix 46,500 23 25 58 | 11.8 680 21,086
26
E OUTFRONT Horizontal Posters 39.300 27 25 58 | 11.6 675 20,927
28 Street Furniture (68x47) | 15.600 69 25 60 [11.3 685 21242 |¥
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Within Excel 2010:

Select the green File tab
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Save and send

@“ = R R NavigatorExport73.xls [Compatibility Mode] - Microsoft Excel o B R
Home Insert Page Layout Formulas Data Review View Al 0 o EE 23
= save . . R e
cen Information about NavigatorExport... R
AL Save As T —
C:\Users\ross\Documents\COMB\NavigatorExport73.xls e
[ Open ——tr
e e
ﬁ close o : u:’l‘lﬁl e -
. Compatibility Mode WS
Info 7 Some new features are disabled to prevent
— problems when working with previous .
R . . L. . Properties
Convert versions of Office. Converting this file will
Recent enable these features, but may result in Size 15.0KB
layout changes. Title Add a title
New Tags Add a tag
Categories Add a cate...
Print Permissions
@l 3 One or more sheets in this workbook Related Dates
have been locked to prevent Last Modified Never
Save & Send Protect unwanted changes to the data. astiedime o
Workbook - Coding Page Unprotect Created Never
Help Last Printed Today, 8:20 ...
] Options Prepare for Sharing Related People
Exit [ f% Before sharing this file, be aware that it Author Add an aut...
contains: .
Last Modified By Not saved y...
Check for Content that cannot be checked for
Issues accessibility issues because of the
current file type Related Documents
Ju Open File Location
Versions Show All Properties
@ ) There are no previous versions of this
file.
Manage
Versions ~

Select Save & Send
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Create PDF Document

@ ™ R CRA NavigatorExport73.xls [Compatibility Mode] - Microsoft Excel o BOR
Home Insert Page Layout Formulas Data Review View Al 0 o EE 23
=l save . .
Save & Send Send Using E-mail -
Save As
B 0= \ S Attach a copy of this
[ Open \ =1 Send Using E-mail 0 workbook to an e-mail
o — Everyone receives
BN RCEE o Save to Web Send as separate copies of this
¢ - Attachment workbook
Inio Changes and
5 . feedback need to be
Recent i@‘ saveto SharePoint incorporated
manually
New File Types
— Create an e-mail that =
Print & Change File Type =" contains a link to this
= workbook
Everyone works on
Save &sSend Q Create PDF/XPS Document the same copy of this
workbook
Help Everyone always sees
the latest changes
] Options Keeps the e-mail size
p

k4 Exit

—
Send as
PDF

small

Workbook must be
saved in a shared
location

Attach a PDF copy of this
workbook to an e-mail

Document looks the
same on most
computers
Preserves fonts,
formatting, and
images

Content cannot be
easily changed

Select Create PDF/XPS Document
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Create PDF

@ ™ R CRA NavigatorExport73.xls [Compatibility Mode] - Microsoft Excel o B R
Home Insert Page Layout Formulas Data Review View Al o o B 23
[l save
Save & Send Create a PDF/XPS Document
Save As ) o
9= ) ) Save this workbook in a fixed format.
[ Open =1 Send Using E-mail Document looks the same on most computers
B3 Close Preserves fonts, format.tlng, and images
0 Save to Web Content cannot be easily changed
Info Free viewers are available on the Web

Recent ‘m‘ Save to SharePoint ﬁ

(g

New File Types Create

PDF/XPS
Print ﬂ Change File Type

Save & Send Create PDF/XPS Document %

Help

2] Options

Ed Exit

Select Create PDF/XPS
The Office Publish dialog will appear.
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Save dialog

Publish as PDF or XPS (=3
@C)v 5| » Libraries » Documents » v | 5 l | Search Documents L |
Organize ¥ New folder 4= v
(] Microsoft Excel — Documents library . ,
; Arrange by: Folder ¥
Includes: 2 locations
W Favorites Name : Date modified Type Size S
& Downloads
%= Recent Places . AQtime 7 Samples 21/10/2011 5:35 PM  File folder
J Desktop L | Artisteer Saved Files 04/01/2011 9:27 AM  File folder =2
| Artisteer Template 21/10/2011 5:37 PM  File folder
=5 Libraries ., COMB 18/11/2011 8:17 PM  File folder
E] Deziments ., comb files 13/11/2010 5:03 PM  File folder
& Music .. Delphi Prism ‘ 21/10/2011 5:35PM  File folder
=] Pictures B 1 Fax = 21/10/2011 5:37 PM  File folder
e ., FinalBuilder 7 Projects 21/10/2011 5:35 PM  File folder
.. InstallDemo 21/10/2011 5:44 PM  File folder
& Homegroup |/ MicroOLAP Database Designer for Postgr...  18/07/2010 9:30 PM  File folder
' microsoft 23/09/2010 9:31 AM  File folder
/8 Computer | misc 25/10/201010:09 ...  File folder
‘Q& 05 (C2) 1. My DX_VCL Skins 10/08/201112:45 ...  File folder
T T TR T e T ~ @ MyMusic 30/09/2010 9:17 AM  File folder -
File name: Amazing COMBNavigator Report.pdf| e v
==
Save as type: [PDF (*.pdf) v
Open file after Optimize for: @) Standard (publishing
publishing online and printing)
@ Minimum size
(publishing online)
Options...
“ Hide Folders Tools ~ [ Publish ] [ Cancel

-

1. Select a folder for the PDF file.

2.In the File name box, enter a name for the PDF file

3. Select Publish

The report will be saved to the selected location in PDF format.
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