
How to Save & Edit Assignments as PDF 

Google Chrome & Adobe Reader 

The latest versions of Google Chrome and Adobe Reader are required for this solution — older 
versions do not offer the functionality described here. Apex Learning supports both Chrome and 
Reader. 
 

How to Save and Edit Assignments 

Step 1:  
Using Google Chrome, launch a course. Navigate to an activity. Select the assignment sheet 
icon along the right edge of the window. 

 



Step 2:  
The assignment sheet opens in a new window. Click the Print button in the upper-right corner. 
 
 

 

Step 3:  
The Print dialog opens. In the Destinations section, click the Change button. 

 



 

Step 4:  
A dialog opens. In the Local Destinations section, select Save as PDF. The dialog automatically 
closes. 

 
 

 
 



Step 5: 
Click the Save button. 

 

Step 6: 
The Save As dialog opens. Choose a location to save the file. Rename the file appropriately. Click 
the Save button. 



 
 

Step 7: 
Locate the saved file and open it using Adobe Reader. Use the Comment tools to add text, drawing 
and other annotations. These changes remain editable even after you save and reopen the file. 
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