
What is PDF? 

Portable Document Format (PDF) is a file format used to present and exchange 

documents reliably, independent of software, hardware, or operating system. Invented 

by Adobe, PDF is now an open standard maintained by the International Organization 

for Standardization (ISO). PDFs can contain links and buttons, form fields, audio, 

video, and business logic. They can also be signed electronically and are easily viewed 

using free Acrobat Reader software. 

When you save a document or image as an Adobe PDF, it looks just the way 

you intended it to. While many PDFs are simply pictures of pages, Adobe PDFs 

preserve all the data in the original file - even when text, graphics, spreadsheets, and 

more are combined in a single file.  

In 1991, Adobe cofounder Dr. John Warnock launched the paper-to-digital revolution 

with an idea he called The Camelot Project. The goal was to enable anyone to capture 

documents from any application, send electronic versions of these documents 

anywhere, and view and print them on any machine. By 1992, Camelot had developed 

into PDF. Today, it is the format trusted by businesses around the world. 

How to convert a Word, Excel, or PowerPoint file to a protected PDF in Windows: 

1. Open a file in an Office application. 

2. Click Create PDF in the Acrobat ribbon. 

3. Select Protect PDF in the resulting dialog box if you want to protect your 
document. 

In the next dialog box, set up a password and file permissions as desired to 
restrict people from copying or editing the file. 

4. Click OK, name the PDF file, and save it in a desired location. 

How to edit PDF files: 

1. Open a file in Acrobat. 

2. Click on the Edit PDF tool in the right pane.                                                                                 

3. Click the text or image you wish to edit. Acrobat shows you the tools you’ll need. 

4. Add or edit text on the page. Lines and paragraphs reflow automatically, or you 
can click and drag to resize elements. 

5. Add, replace, move, or resize images on the page using selections from the 
Objects list. 



6. Click on the Link, Headers and Footers, Watermark, or Background tool to edit 
your PDF further. 

How to print to PDF in Windows: 

1. Open a file in a Windows application. 
 

2. Choose File > Print. 
 

3. Choose Adobe PDF as the printer in the Print dialog box. 
 

4. Click Print. 
 

5. Click OK, name the PDF file, and save it in a desired location. 

You can combine files in a PDF from any browser. And with an iPad, iPhone, 

or Android device, you can reorder, delete, or rotate pages, too.   

Drag and drop thumbnails of pages until they’re organized just the way you want them. 

And even after you’ve merged files in a PDF, you can always rearrange the pages. 

Use bookmarks, headers, footers, and page numbers to guide people through your 

PDF. Add backgrounds and watermarks to customize your pages. 

How to combine and merge files into one PDF: 

1. Within Acrobat, click on the Tools menu and select Combine Files. 
 

2. Click Combine Files, and then click Add Files to select the files you want to 
include in your PDF. 
 

3. Click, drag, and drop to reorder the files and pages. Double-click on a file to 
expand and rearrange individual pages. Press the Delete key to remove 
unwanted content. 
 

4. When finished arranging files, click Combine Files. 
 

5. Click the Save button. 

 


