
1. Scan your physical certificate with a scanner (office equipment) and save in PDF format.

2. Convert to PDF using your smart phone or tablet:

3. Use a PDF converter on your computer (ie; www.thebestpdf.com).

4. “Save as PDF” using the “print” option on your computer:

1. Open the Document: Open the document you want to convert to PDF in the appropriate application (e.g., Word, Google Docs, etc.). 

2. Access the Print Menu: 

Locate and click on the "File" menu, usually found in the top left corner of the application window.

Select "Print" from the dropdown menu.

3. Choose a PDF Printer:

In the print dialog box, find the printer selection dropdown menu. 

Choose a PDF printer from the list. Common options include:

Microsoft Print to PDF: A built-in option on Windows systems. 

Adobe PDF: If you have Adobe Acrobat installed. 

CutePDF Writer: A free PDF printer (you may need to install it separately). 

4. Configure Print Settings (Optional): 

You can customize the print settings, such as the page range, number of copies, and page orientation, before printing.

5. Save the PDF: 

Click the "Print" button in the print dialog box.

A "Save As" dialog box will appear, prompting you to choose a location to save the PDF file.

Enter a desired file name and click "Save".

Note: Some applications may also offer a "Save As" or "Export" option that allows you to save the document directly as a PDF without going through the print

dialog. 

How to Save Your Document in PDF Format

http://www.thebestpdf.com/
https://www.google.com/search?rlz=1C1GTPM_en&cs=0&sca_esv=17060b980a841cba&q=Microsoft+Print+to+PDF&sa=X&ved=2ahUKEwj4ibjL5_uOAxWZv4kEHZsjMEgQxccNegQIIxAB&mstk=AUtExfB8_lNRYsg-e1ZxPM3giabB1EkS3zFe7whBpGRX2AJhXgigBJn1-OXiSxw1PsMwnMm0t-tV4dk0WZ2xykq_3LNabLdFzaF35KKq_FH84X3R0dXGuq7TyUSb0AOexzdhIMHVTCjiC99HXJukC1tNBNJ5gz7OwLDtZyEXxM-SDYeZqOs&csui=3
https://www.google.com/search?rlz=1C1GTPM_en&cs=0&sca_esv=17060b980a841cba&q=Adobe+PDF&sa=X&ved=2ahUKEwj4ibjL5_uOAxWZv4kEHZsjMEgQxccNegQIJxAB&mstk=AUtExfB8_lNRYsg-e1ZxPM3giabB1EkS3zFe7whBpGRX2AJhXgigBJn1-OXiSxw1PsMwnMm0t-tV4dk0WZ2xykq_3LNabLdFzaF35KKq_FH84X3R0dXGuq7TyUSb0AOexzdhIMHVTCjiC99HXJukC1tNBNJ5gz7OwLDtZyEXxM-SDYeZqOs&csui=3
https://www.google.com/search?rlz=1C1GTPM_en&cs=0&sca_esv=17060b980a841cba&q=Adobe+Acrobat&sa=X&ved=2ahUKEwj4ibjL5_uOAxWZv4kEHZsjMEgQxccNegQIMRAB&mstk=AUtExfB8_lNRYsg-e1ZxPM3giabB1EkS3zFe7whBpGRX2AJhXgigBJn1-OXiSxw1PsMwnMm0t-tV4dk0WZ2xykq_3LNabLdFzaF35KKq_FH84X3R0dXGuq7TyUSb0AOexzdhIMHVTCjiC99HXJukC1tNBNJ5gz7OwLDtZyEXxM-SDYeZqOs&csui=3
https://www.google.com/search?rlz=1C1GTPM_en&cs=0&sca_esv=17060b980a841cba&q=CutePDF+Writer&sa=X&ved=2ahUKEwj4ibjL5_uOAxWZv4kEHZsjMEgQxccNegQIKBAB&mstk=AUtExfB8_lNRYsg-e1ZxPM3giabB1EkS3zFe7whBpGRX2AJhXgigBJn1-OXiSxw1PsMwnMm0t-tV4dk0WZ2xykq_3LNabLdFzaF35KKq_FH84X3R0dXGuq7TyUSb0AOexzdhIMHVTCjiC99HXJukC1tNBNJ5gz7OwLDtZyEXxM-SDYeZqOs&csui=3

