How to Embed Fonts

If you need to embed fonts, exactly how you embed fonts will vary from application to application and
version to version. These instructions will vary depending on the version of Microsoft Office.

Microsoft Word

1. Navigate to the Word Options menu (File = Options)

2. Within the Word Options menu, navigate to the Save options

3. Make sure the check box for ‘Embed fonts in the file’ and ‘Embed only the characters used in the
document (best for reducing file size)’ are checked and that the check box for ‘Do not embed
common system fonts’ is unchecked.

Word Options

General

E Customize how documents are saved.

Display

Proofing Save documents

_ AutoSave OneDrive and SharePoint Online files by default on Word &

Language Save files in this format: Word Document (*.docx)

BT A Save AutoRecover information every | 10 2| minutes

| Keep the last AutoRecovered version if | close without savin
Advanced P - 9

AutoRecover file location: C\Users\gonza AppData\Roaming'\Microsoft\ Word',
Customize Ribbon

[] Don't show the Backstage when opening or saving files with keyboard shortcuts
Qi Show additional places for saving, even if sign-in may be required.

Add-ins [] Save to Computer by default

_ Default local file location: C:\Users\gonza\ Documentsh,

Default personal templates location: |C\Users\gonza\Documents\Custom Office Templates

Offline editing options for document management server files

Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office
Document Cache,

Learn more

Server drafts location: |C\Users\gonza\Documents\SharePoint Drafts),

Preserve fidelity when sharing this document: @ How to Embed Fonts.doox

Embed fonts in the file (0
Embed only the characters used in the document (best for reducing file size)

[ :Do not embed common system fonts:

Cancel

4. Click OK to save the new options.
5. RE-SAVE THE DOCUMENT AS A WORD DOCUMENT.
6. Once the document is re-saved with the fonts embedded, then it can be saved as a PDF.



How to Embed Fonts

Microsoft PowerPoint
1. Navigate to the PowerPoint Options menu (File = Options)
2. Within the PowerPoint Options menu, navigate to the Save options
3. Make sure the check box for ‘Embed fonts in the file’ and ‘Embed only the characters used in the
presentation (best for reducing file size)’ are checked and that the check box for ‘Embed all
characters (best for editing by other people)’ is unchecked.

PowerPoint Options

General

E Customize how documents are saved.

Proofing

C |

Language AutoSave OneDrive and SharePoint Online files by default on PowerPoint il
Ease of Access Save files in this format: PowerPoint Presentation
Advanced Save AutoRecover information every | 10 o | minutes
X X Keep the last AutoRecovered version if | close without saving
Customize Ribbon
AutoRecover file location: C\Users\gonza\AppData\Roaming'\Microsoft\PowerP oint!,
Quick Access Toolbar i i X i
on't show the Backstage when cpening or saving files wi oard shortcuts
[] Don't show the Backstage wh p g g fil th keyboard shortcut
Add-ins Show additional places for saving, even if sign-in may be required.
Trust Center [] Save to Computer by default
Default local file location: C\Users\gonza\Documentsh,

Default personal templates location: |C\Users\gonza\Documents\Custom Office Templates\

Offline editing options for document management server files

Saving checked out files to server drafts is no longer supported, Checked out files are now saved to the Office
Document Cache.

Learn more

Server drafts location:  |C\Users\gonza\Documents'\ShareP oint Draftsh,

Preserve fidelity when sharing this presentation: ﬁj Presentationl -

Embed fonts in the file ()

# Embed only the characters used in the presentation (best for reducing file size)

Embed all characters (best for editing by other people)

4. Click OK to save the new options.
5. RE-SAVE THE PRESENTATION AS A PPTX DOCUMENT.



