How to convert Microsoft Office Files into PDF without having PDF converter
Applicable to Word, Excel and PowerPoint

Step 1: Complete your job, amend necessary if applicable and save the file.

Step 2: Go to File menu and select print.

Step 3: Click on Printer Name dropdown list.

Step 4: Select Microsoft document image writer. Click Ok

Step 5: Select location of your file, give file a proper name and press OK.

Voila! You have now PDF like file so no one can modify your document. Not even your BOSS.
