[image: Muhimbi-logo]	PDF Converter - User Guide
[bookmark: _Toc222712125]
Converting a single file
To convert a single file to PDF format follow the steps outlined below:
1. Navigate to the Document Library and folder the file is located in.
2. Open the context menu (See screenshot below) and select ‘Convert to PDF’
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3. Review the settings and click the ‘Convert’ button to start the conversion process.
4. Verify if the file has been converted without errors.
5. Click the ‘Destination Library’ to go to the directory that holds the converted PDF file.
[bookmark: _Toc222712126]Converting an entire folder
Converting an entire folder to PDF format works similar to converting a single file:
1. Navigate to the Document Library that contains the folder to convert.
2. Open the context menu (See screenshot below) and select ‘Convert to PDF’
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3. Specify if you want to convert subfolders as well. Note that this may take a long time depending on how many files are in the folder hierarchy.
4. Review the other settings and click the ‘Convert’ button to start the conversion process.
5. Verify the files have been converted without errors.
6. Click the ‘Destination Library’ to go to the directory that holds the converted PDF files.
[bookmark: _Toc222712127]Converting an entire document library
Although it is possible to convert an entire document library in one go, it may take a long time to complete if it contains many files. You will automatically receive a warning if there are many files in the library.
Convert the entire document library as follows:
1. Navigate to the root folder of the document library to convert.
2. Select ‘Convert to PDF’ from the Actions menu (See screenshot below).
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3. Specify if you want to convert subfolders as well. 
4. Review the other settings and click the ‘Convert’ button to start the conversion process.
5. Verify the files have been converted without errors.
6. Click the ‘Destination Library’ to go to the directory that holds the converted PDF files.

[bookmark: _Toc222712128]Writing the converted file to a different location
By default PDF files are written to the same folder the source files are located in. However, it is possible to specify a different folder, different document library, different site or even a different site collection to write the converted PDF files to.
To specify a different folder, open the Conversion Settings screen and specify the destination folder. When the site is hosted on a MOSS server, rather than a WSS server, then a user friendly Browse button is available which allows folders or sites to be selected within the current site collection.
If the Browse button is not available or the destination folder is located in a different site collection then the destination path will need to be entered manually. The format is as follows:

1. A folder in the current site collection: Document Library Name/Folder path. E.g.
Shared Documents/PDF Files
2. A folder in the different site collection: Absolute path to Site Collection/ Document Library Name/Folder path. E.g.
/sites/Press Office/Shared Documents/PDF Files
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Browse for a destination folder (MOSS only)

If the files are always written to the same directory then it may be a good idea to click Remember this path to automatically default to whatever custom path was last entered. Note that these settings are remembered per user and stored at the Site collection level. 
Clearing the Remember this path checkbox will automatically forget the settings during future conversions. 
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