HOW TO INSERT A PDF TO A MS WORD DOCUMENT
(OPTION 1)

. Open up your word document

. Click on INSERT tab

. Click on drop down arrow next to Object

. Select TEXT FROM FILE

. Window Pops up- Find and select your PDF and click on insert
. Another window pops up click on OK

O Ul WN -

BEH S O:-

HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

o N =
|__'-| Calibri (Bady) ~|11 -~ A a Aa- 4 = rii—

- A a— 1

2w

Paste . 2
- ¥ Format Painter B I U ~abex. x

L. A

Clipboard I Fopt I Paraw'anh I

3 9 C - Dacument! - Word

HOME  INSERT = DESIGN  PAGELAYOUT  REFERENCES — MAILNGS — REVIEW  VIEW

BEDH B dLEd@ Bl e & @ D OB @

Cover Blank Page  Table Pictures Online Shapes SmartArt Chart Screenshot Appsfor Online  Hyperlink Bookmark Cross-  Comment Header Footer Page Text Quick WordArt
age~ Page Break - Pictures  ~ - Office~  Video reference - ~  MNumber- Box~ Pars= - D Object -
Pages Tables lllustrations Apps Media Links Comments Header & Footer Text

Q 4 [¥ signature Line ~

[ Date & Time

EHS O - Document1 - Word

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
L L | D) Ry [ Signature Line ~
BNHEH I ZEDOmill e 82 FH D OD H 4 A e T Q

Cover Blank Page  Table Pictures Online Shapes SmartArt Chart Screenshot Appsfor Online Hyperink Bookmark Cross- Comment Header Footer Page  Tedt OQuick WordArt Equation Symbol
Page~ Page Break - Pictures - - Office~  Video reference - ~  Number- Box- Partsw - [ object - - -
Pages Tables llustrations Apps  Media Links Comments Header & Footer Tet  [T] Object.. Symbols

B TetfromFile.. —

EE] Insert File B
-« 1~ B > This PC » Desktop vlo carch Desktog o
Organize - New falder = - TH @

~ - A
# Quick access l y
B Desktop —
2019 back up NEB caso Contacts GUIDES InfoLit2019 LibraryPalicies

& Downloads

2] Decurments
&= Pictures | oy ] b
g El I D B

Stats
Lies! MotivationalQuo [ NVDST Read Respondus StockTake
Students_CapeT: puivd

Projects
Symposium

S 4 (W S I~ B

. OneDrive

The Escape Artist WCCR_LIMS. ArticleNazmava_ cPuUT General Higher_Educatio Holiday plans
== _ (Mini Series) 501 24 April 2018 submission Feedback for n_Meonitor_12
This PC - Seasan 1 720 Deadlines 2019 Pamphlet
Range:
Range...
File name: | General Feedback for Pamphlet ~| [anwerd Documents

Tool - Cancel

Microsoft Ward X
Word will now convert your PDF to an editable Word document. This may take a while. Thfitesutting Word document will be optimized to allow you to edit the text, so it might not look exactly like the original PDF,
especially i the original file contained lots of graphics.
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HOW TO INSERT A PDF TO A MS WORD DOCUMENT
(OPTION 2)

1. Follow Steps 1-3 in Option 1
2. Click on the word Object
3. Select the Create from File tab
4. Click on Browse
5. Click on Insert
6. Click on OK
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n, Inserts the contents of the file into your
nﬁ document so that you can edit it later using
the application which created the source

file.




