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While Microsoft Powerpoint is a very common tool in both organizational settings and school, not every situation requires a Powerpoint file.

You may find yourself needing to share or upload a Powerpoint presentation somewhere, but a PDF file is either requested or simpler to use.

Luckily you don’t need to resort to an online converter tool or another application, as you are able to convert Microsoft Powerpoint files to a PDF using only the options already found within Powerpoint.

You can read our guide on how to save Powerpoint as PDF with notes if you would like to include your speaker notes with the PDF file you generate.



Use these steps to convert Microsoft Powerpoint to PDF.





Step 1: Open your presentation in Powerpoint.






Step 2: Select the “File” tab at the top-left of the window.












Step 3: Choose the “Export” option in the left column.












Step 4: Click the “Create PDF/XPS Document” option.












Step 5: Click the “Create PDF/XPS” button.












Step 6: Confirm that “PDF” is selected in the “Save as type” field, then click “Publish.”















In the Save window shown in step 6 above, note that there is an option for either “Standard” or “Minimum Size.” If your presentation file is very long and you are going to be sharing this PDF file via email, then you may want to select the “Minimum Size” option to confirm that it isn’t too large to send as an attachment.

Related: How to Upload a PDF to Google Drive

There is also an “Options” button that you can click which lets you choose other options for the exported PDF. For example, you are able to choose only a subset of your slides, rather than the entire presentation, if you only want to create a PDF from a few of the slides.

Note that PDFs are difficult to edit without a dedicated PDF editing application. It’s possible that your recipient will not be able to edit anything in the file if they don’t have something on their computer like Adobe Acrobat.

This method creates a copy of the existing Powerpoint file. You will still have the original Powerpoint file on your computer should you need to make additional edits to the presentation.

The steps in this article were performed using Microsoft Powerpoint for Office 365, but will also work in most other recent versions of Powerpoint as well.
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