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Your professor may ask you to submit your paper in various file formats such as .docx, .doc, or .pdf. To 
do this, you must “export” your files (convert your file into another format). Exporting to these formats 
can be done easily in most word processors, including Microsoft Word, Google Docs, and Apple Pages. 
 
File Types 

 .docx/.doc .pdf .pages 
Description Two nearly identical file 

types used by Microsoft 
Word to create and edit 
documents 

A Portable Document 
Format, or pdf, is a 
common file format used 
to view documents 

The file format for Pages, 
the default word 
processing program for 
Mac (Apple) computers 

Pros -Easy to edit documents 
-Common file type for 
Windows PCs 

-Easily viewed on any 
computer 
-Files are displayed the 
same on every computer 

-Easy to edit documents 
-Pages comes free with 
Apple computers 

Cons -Can only be opened with 
Microsoft Word 
-Files can look different on 
different computers 

-.pdf files are usually large 
and take up a lot of space 
-Difficult to edit documents 

-Cannot be opened on 
Windows PCs 
-Some teachers won’t 
accept this file format 

 

Microsoft Word 
1. In the top menu, click the “File” option 
2. Select “Save As” 
3. Find the file format menu: 

a. On Windows, click the dropdown menu below the file name (this works for both the 
browse dialogue box or the save as screen 

b. On Mac, in the dialogue box that appears, click the “File Format” drop-down menu 
4. Choose which format you want to export your paper to 
5. Click “Save”  

  

Mac File Menu 

Mac Dialogue Box 

Windows Dialogue Box Windows Save As Page 
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Google Docs 
1. In the top menu, click “File” 
2. Move your cursor over the “Download” option 
3. In the menu that appears, click the file format you want 

your paper to be in 
 
Depending on your computer’s settings, Docs will either ask 
you to choose which folder on your computer to place your 
file in, or it will automatically download the document and place 
it in the Downloads folder of your computer. 
 
 
Apple Pages (For Mac) 

1. Open the document you want to convert and click “File” 
2. Click “Export To” in the drop-down menu 
3. Select the format you want your file to be in 
4. In the dialogue box that appears, click “Next” 
5. Click “Export” 

 
 
Apple Pages (For iPad or iPhone) 

1. Open the document you want to convert 
2. Tap the “More” option  
3. In the menu that opens, tap “Export” 
4. Choose the format you want to convert your document to 
5. In the menu that opens, choose where to save your file 

 
 
Double-Check Your Exported Document 
After you export your paper, check that the exported version of your document is still formatted 
correctly and that nothing has been changed or deleted! This can help you avoid any awkward 
conversations later explaining why your paper didn’t upload correctly. 
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