This step-by-step guide will show you:

* How to convert documents into PDFs

*  From both Microsoft Office documents on Windows and Mac
and from Pages on Mac

Concur Request is Greene King’s solution to manage the spending in
Pubs for goods and services supplied by local suppliers.This How To
Guide focuses on how to convert invoice documents into PDF format.
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(oONVERTING IN MI(ROSOFT oF Fi(E ‘EXPoRT’ '

On Microsoft Office you can either convert PDF’s using the ‘Export’ function or the ‘Save As’
function.

*

a) Whilst in the document you are trying to convert, select ‘File’ on the top left of the screen and
then ‘Export’
b) Then select ‘Create PDF/XPS’

Document2 - Word

Export

|£I Create PDF/XPS Document | Create a PDF/XPS Document

= Preserves layout, formmatting, fonts, snd images

= Content can' be easily changed
L7 Change File Type = Free viewers are svailable on the web

c) Then select the location you'd like to save in and check the file name is as you wish and click
‘Publish’
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— (ONVERTING IN MIROSOFT oFFI(E ‘SAVE AS’
a) Whilst in the document you would like to convert, click ‘File‘ on the top left of the screen
b) Click ‘Save as’
c) Choose your location and name as normal
d) Under file name use the ‘Save as type’ drop down and select ‘PDF’ then click ‘Save’

a) Open the document you would like to convert
b) Click ‘File’ on the top left of the screen
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(ONVEKTNé FROM PAGES oN MA( (oNT.

c) Select ‘Export To’ and then select ‘PDF
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d) The below box will appear, check ‘PDF’ is selected then click ‘Next...’

Export Your Document
EPUB Plain Text Pages '09

To change PDF layout settings, cf

Image Quality: = Best

Include comments
Include smart annotations
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> Advanced Options

Cancel

e) You will then need to select your save location and file name as normal then click ‘Export’
f) The PDF will then save to your desired location
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If you have a query regarding the payment of your invoice,
please contact the General Manager of the pub in the first
instance.

For training issues and support with the system please contact
Concur Support...
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01284 843240

EMAIL ADDRESSES

Concurrequest@greeneking.co.uk



mailto:Concurrequest@greeneking.co.uk

