

	
  	
   
   	
   
   
   	
   
   	
      
      	


      
     	
      
      	


      
     



   
     
	
   
   	
      
      	


      
     	
   
   	
      
      	


      
     	
      

      
      	


      
     	
      
      	


      
     	
      
      	


      
     	
      
      	


      
     	
      

      
      	


      
     	
      
      	


      
     	
      
      	


      
     	
      
      	


      
     	
      

      
      	


      
     	
      
      	


      
     	
      
      	


      
     	
      
      	


      
     	
      

      
      	


      
     	
      
      	


      
     	
      
      	


      
     	
      
      	


      
     	
      

      
      	


      
     	
      
      	


      
     	
      
      	


      
     	
      
      	


      
     	
      

      
      	


      
     	
      
      	


      
     



   
     



   
     
	
      
      	


      
     



   
   
     
	
      
      	


      
     
	
      
      	
         Creating, Saving & Linking a PDF
        


      
     
	
      
      	


      
     
	
      
      	
         
         			STEP 1
Select and open document. Make sure PDF converter is installed on your computer.
http://pdf995.com/ is an excellent free converter program.




		STEP 2
Select file and open drop down menu.


	
			STEP 3
Select print to open print dialogue box.



		STEP 4
Select drop down menu.


	
			STEP 5
Choose the installed converter, in this case PDF995. Click OK button to create PDF.



		STEP 6
Select file and name document, using letters, numbers, hyphen and underscore.
REMEMBER no spaces or invalid symbols i.e. * & $ ? !. The file manager will not let you upload with invalid symbols or spaces.


	
			STEP 7
You now have a completed PDF ready for upload.



		STEP 8
Select Construction Tools and click on EZ-FileManager.
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