
Printing a PowerPoint File as a PDF File in the Hooley - Bundschu Library  

To print a large PowerPoint presentation more easily, save the PowerPoint file in the PDF format 

 (using File>Save As>PDF) and then print the PDF using the print button located in the PDF toolbar.  The 

file size of the PDF is much smaller than the PowerPoint and will print very quickly.  Students should 

have the choice to save a document as a PDF from the File Menu in any Office application. 

Printing/publishing the PDF will result in a document that displays ŜŀŎƘ άslideέ in the presentation. 

To print the PDF in the άHandoutέ format (three slides per page), follow the screenshot instructions 

below. 

First, from Angel, save the PowerPoint presentation using: File>άSave asέ > PDF 

 

 

 

 



Then, in the άPublish as PDF or XPSέ window, find and click the άOptionsέ button (directly above the 

Publish button along the bottom of the window). 

 

 

 

 

 

 

 

 

 

 

 



Next, the άOptionsέ window will appear.  In this window : 

* Set the άPublish Whatέ input box to άHandoutsέ 

*Set the άSlides per pageέ input box to άThreeέ , or choose another option. 

*Click άOKέ 

 

 

 

 

 

 

 

 

 


