r\Qﬂ

Converting Publisher files to other formats

Microsoft Publisher will be discontinued on October 13th 2026, meaning it will no longer be available on school
devices. To preserve existing Publisher documents, follow the instructions below.

1. Converting Publisher files to Word files

2. Converting Publisher files to PDF files

Converting files to Google applications

4. Keeping your device clean after uploading

Converting Publisher files to Word files

1. Open the file through using Publisher as you normally would

Open

Publications  Folders
Recent
= [ Name Date modified
E‘;l This PC
Pinned
B RrEres Pin files you want to easily find later. Click the pin icon that appears when you hover over a file,
Today

Example Publication.pub

Documents

28/01/2026 09:46

2. Go to File, then navigate to the Save as button
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3. Select the location where you want to save the file - preferably the Documents folder

Pinned
@ Recent
Pin falders you want to easily find later. Click the pin icon that appears when you hover over a folder.
= ) Today
E@ This PC
] s 28/01/2026 0%:49
E; Browse Documents
D Desktop

4. Inthe Save as type dropdown, select Word Document (.docx)
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1 Downloads » | ~ LabVIEW Data LIA07A05 111 File Tolder
@ Music 26/01/2026 08:04 File folder
I — Documents I f‘
~ My Labels 23/01/2026 153:33 File folder
P4 Pictures »
~ My Notebook Content 28/10/2025 14:41 File folder
O Music » P4 Pictures 26/01/2026 08:04 File folder
£ Videos # _ RocketCakePublished 12/11/2025 12:20 File folder
~ System32 ~ SMART Motebook 28/10/2025 1441 File folder

. | Example Publication.pub

up
ublisher Template (*.pub)
Publisher 98 Files (*.pub)
Publisher 2000 Files (*.pub)
Unicode Text Files (")

~ Hide Folders

KPS Document (*xps)
Plain Text (*.td)
Single File Web Page (*.mht;*.mhtml)
Web Page, Filtered (*.htm;*.html)
Rich Text Format (*.rtf)

Word Document (*.docx)

5. Click Save, and close the program. Feel free to change the file name here if you wish.

File name: | Example Publication.doox

Save as type: Word Document (*.docx)

Authors:  Steyer110 Tags: Add atag Title: Add a title Subject: Specify the subject
S —
Hide Folders Tools - Save |v

The document should now be saved as a Word document, allowing you to open the Publisher file in Microsoft
Word instead. The text can be edited in Word, but the layout and structure may be skewed.

Converting Publisher files to PDF files
1. Open the file through the Publisher program

Open

Publications  Folders
Recent
= [ Name Date modified
I;g This PC
Pinned
B RrEres Pin files you want to easily find later. Click the pin icon that appears when you hover over a file,
Today
Example Publication.pub 28/01/2026 08:46
Dacuments

2. Go to File, then navigate to the Export button
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Create a PDF/XPS Document

= Preserves fonts, formatting, and images

% Create PDF/XPS Document

[

" Content cannot be easily changed

E—,@ Publish HTML ®  Free viewers are available on the Web
&
[_Il;n/ Change File Type —
4 Create
PDF/XPS

Pack and Go

E\ = Save for Photo Printin
& g

:E.] Save for a Commercial Printer

4. In the Export dropdown, select PDF (.pdf). Feel free to change the file name here if you wish. Then, click
Publish and close the program.

(@ Desktop » LabVIEW Data 22/10/202511:12 File folder
@) Music 26/01/2026 08:04 File folder

i Downloads »
My Labels 23/01/2026 15:33 File folder

% Documents »
My Notebook Content 28/10/2025 1441 File folder
I Pictures * P9 Pictures 26/01/2026 08:04 File folder
@ Music » RocketCakePublished 12/11/2025 12:20 File folder
i3 Videos » SMART Motebook 28/10/2025 14:41 File folder

File name: | Example Publication.pdf I v

Save as type:

PDF (*.pdf)

PS5 Uocument (.xps,

Optirmize for: High quality printing @ Open file after publishing

Options...

~ Hide Folders Tools Cancel

The document should now be saved as a PDF, which is supported by the majority of document viewers and editors
on the Internet. The document could also be saved as an XPS document, but it would be recommended not to
save files in this format, as it is very difficult to edit and not a lot of platforms accept XPS files.
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Converting files to Google applications
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There is no direct way to upload Publisher files to Google Docs - Google apps instead rely on more broad file types
like .docx or .pdf. Fortunately, Publisher is able to export files as DOCX and PDF like previously shown.

1. Convert the Publisher file into PDF or DOCX (Word Document)

= Documents * 4

< > T & @ >

Documents >

) Mew - Tl sort ~ = View ~ sas
MName Date modified Type Size
Bl Desktop » D Tuterial for SMART Motebook 11.4.noteb...  27/11/2013 14:44 Motebook File 6,081 KB
L Downloads # @ Example Publication.pub 28/01,/2026 09:49 Microsoft Publish... 198 KB
; o B @ Example Publication.docx 15/01,/2026 12:05 Microsoft Word D... 14 KB
ocuments
i3 videos 26/01,/2026 02:04 File folder
[ I e
2. Open a new tab on Google and go to Google Drive through the waffle
& New tab * + = (] *
@ # O g 9 S (1]
n [ & |
Gmail Images [ 3% |°
Your favourites 7
Go g Ie Account Admin Gmail
L & @ < AlMode a
Classroom Docs
3. Click the New button and navigate to File Upload
& orive
+ New (3 New folder Alt+C then F
[f) File upload Alt+C then U
A Home
o [0 Folder upload Alt+C then |
M Activity
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4. Select your PDF/Word file from your computer and select Open

Pictures 26/01/2026 08:04 File folder

E Pictures » _ RocketCakePublished 12/11/2025 12:20 File folder
@) Music » _ SMART Notebook 28/10/2025 1441 File folder
O vid » B videos 26/01/2026 08:04 File folder
ideos
@ Example Publication.docx 15/01/2026 12:05 Microsoft Word D... 14 KB
_ System32
@ Example Publication.pub 28/01/2026 09:49 Microsoft Publish... 198 KB

v| Al Files (*.7) v

File name: | Example Publication.docx

5. Open the file you uploaded, navigate to File then to Save as Google Docs

E Example Publication <l ca e
Edit View Insert Format Tools Help

Q E New *  Normal text ~ Ari
3 Open Ctrl+0

= |D make a copy

[¥] Save as Google Docs

The document should now be in your Google Drive folder as a Google Docs file instead of a PDF/DOCX. This means
your file is always accessible as long as you have an internet connection and access to your Google account,
allowing you to work on your document from any location. Be aware that the same issues follow over into Google
Docs - if you want to edit your document, be aware that it may affect the graphical appearance of your document,
as the document was originally designed in Publisher.

Keeping your device clean after uploading

After uploading your document to Google Drive, it's worth deleting your old file. If you have a file in the cloud,
why bother keeping one in your documents folder and taking up space?

1. Confirm your document is saved to Google Drive
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X 1selected & & @& W o :

m Home
Q  Activity Name 4 Owner
oo Workspaces

B converting Publisher files to other formats Guide &% @ me

G

My Drive

» @ Shared drives Example Publication.docx

*L0 Computers B IT Basic Troubleshooting Guide

2. Navigate to the Documents folder

L S & T

Documents  »

® New- X O B ® W Noset- = view-: e
Mame - Date modified Type Size
Bl Desktop » D Tutorial for SMART Motebook 11.4noteb..,  27/11/2013 1444 Motebook File 6,081 KB
L Downloads # @ Example Publication.pub 28/01/2026 0%:49 Microsoft Publish... 193 KB
— |@ Example Publication.docx 15/01/2026 12:05 Microsoft Word D... 14 KB

|I — Documents fl

N B AN FINIE NG0A Cile £oldee

3. Delete the document (and any others that you no longer need)

| D Tutorial for SMART Motebook 11.4.noteb...  27/11/2013 14:44 Motebook File 6,081 vo |
/
|@ Example Publication.pub 28/01/2026 09:49 Microsoft Publish... ¢ ‘}b © @D CH E‘[
Cut Copy Rename Share Delete
|@ Example Publication.docx 15/01/2026 12:05 Microsoft Word D...
i3 videos 26/01/2026 08:04 File folder Edit with Notepad++
_ SMART Notebook 28/10/2025 14:41 File folder @ Share with N
_ RocketCakePublished 12/11/2025 12:20 i
I 17 Add to Favorites
Pictures 26/01/2026 08:04
-— 9 Compress to... >
_ My MNotebook Content 28/10/2025 14:41
~ My Labels 20/01/2026 12:16 Copy as path Ctrl+Shift+C
@ Music 26/01/2026 02:04 4° Properties Alt+Enter
LabVIEW Dat 22/10/2025 11:12
o e e B Edit in Notepad
_ Custom Office Templates 08/12/2025 10:34 . .
[& Edit with Notepad++
£7 Show more options
4. Navigate to your Recycle bin
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5. Find the ‘Empty the Recycle Bin’ button and press OK

= Recycle Bin * Ir

< r ™ C (J > RecycleBin

Me c‘,{, & ]E[ Tl sort - O view ~ I ]E[ Empty Recycle Bin I

2 Desktop »

i Downloads

g Documents # Example Example
Publication.docx || Publication.pub

P9 Pictures »

0 Music »

2 Videos +*

Your documents folder should now be cleaner than it was before, providing you with more space to save
important documents. Google Drive is a great asset for this, allowing you to save files online for archival, and store
newer devices directly on your machine without taking up as much space. Please remember to do this regularly, as
you may have files stored on your device that you may not realise you had!
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