
User Manual to Convert MS 
Word Format to EDAS-

Compatible PDF Format



Embed Fonts in File (1)

Press the file 
menu



Embed Fonts in File (2)

Select the 
“Option” 
submenu



Embed Fonts in File (3)

Select the 
“Save” 
submenu



Embed Fonts in File (4)

(1) Tick 
“Embed 
fonts in the 
file”

(2) Uncheck 
both sub 
option



Save as PDF file (1)

Select “Save 
as” in File 
menu



Save as PDF file (2)

(1) Select the 
format of file 
to be saved 
as “PDF”

(2) Click on 
“More options”



Save as PDF file (3)

Click on 
“Options”



Save as PDF file (4)

Click on “PDF/A 
compliant”



Save as PDF file (5) (1) Insert file 
name to be 
saved in PDF

(2) Click on 
“Save” to 
generate the 
PDF file



Thank You
https://difcon.mmu.edu.my/

Email: difcon@mmu.edu.my


