Saving a 2007 Power Point as a PDF

Power Points can be uploaded to Blackboard course shells, but there are problems associated with these files.

e Popup blockers tend to block the ppt files from being viewed
e Power point files open as editable files.

Saving the Power points as a PDF solves these problems. Here are the steps to make your files online friendly

All online files, ppts, pdfs and htmls must have

Alternate Text for each image used within the o :f o
document.

Select Image and right click
(Alternate Text is a description of the image to
identify the picture for those students who use
Text Readers.) (Sﬂmple imEQE)
To add an Alt Text, right click on the image to | /

open the Picture Tools Format tool bar ribbon.

= .
Find the Size box and clickthe = button. 3

Crop — 063 2
Size E]
Click the Alt Text tab then type in the image 2]

description in the Alternative text box.
Size  AltText I

Alternative text:
Click

Type the description of your image here.

\Web browsers display alternative text while pictures are loading
or if they are missing. Web search engines use alternative text
to help find Web pages. Alternative Text iz also used fo assist
users with disabilities,




Once all of your images have Alt Text you can save
your file as a PDF.

Click the to open the dropdown menu.
Scroll over Save As to click on Adobe PDF.

The file will take a few moments to Save.
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Save a copy of the document

F Word Document
= Sawe the document in the defautt file
format,

Word Template
Save the document as a template that can
be used to format future documents.

Ej Word 37-2003 Document

Ll

Save a copy of the document that is fully
compatible with Ward 97-2003.
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4 [Find add-ins for other file formats

“ig) Learn about add-ins 1o save bo other
formats such as POF or X5,

s—[| Other Formats
Qpen the Save Af dislog box ba select from

all possible file bypes.
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