
  
  

  


	
	    
	    	
				
					

						
							
							
								
							
							
								
									

									
										close
									
									
										search
									
									
								
							

						


					

					

						
						
							search
						

						
						
                            
                                menu
                                Topics

                            
                        

						
                            
                                
                                    close
                                
                                
                                    	
        
            I want to...
            	
                      Get started with computers
               
	
                  Learn Microsoft Office
               
	
                  Apply for a job
               
	
                  Improve my work skills
               
	
                  Design nice-looking docs
               
	
                  More...
               


        
    
	
        
            Microsoft Office
            	
                    Word
                
	
                    Excel
                
	
                    PowerPoint
                
	
                    Access
                
	
                    More...
                


        
    
	
        
            Computers
            	
                    Getting Started
                
	
                    Smartphones & Tablets
                
	
                    Typing Tutorial
                
	
                    Windows
                
	
                    Online Learning
                
	
                    More...
                


        
    
	
        
            The Internet
            	
                    Basic Internet Skills
                
	
                    Online Safety
                
	
                    Social Media
                
	
                    Zoom Basics
                
	
                    Email
                
	
                    More...
                


        
    
	
                    Google
                    	
                            Gmail
                        
	
                            Google Docs
                        
	
                            Google Sheets
                        
	
                            More...
                        


        
	
                    The Job Search
                    	
                            Career Planning
                        
	
                            Resume Writing
                        
	
                            Cover Letters
                        
	
                            Job Search and Networking
                        
	
                            Business Communication
                        
	
                            Entrepreneurship 101
                        
	
                            Careers without College
                        
	
                            Job Hunt for Today
                        
	
                            More...
                        


        
	
                    Skills for Today
                    	
                            3D Printing
                        
	
                            Freelancing 101
                        
	
                            Personal Finance
                        
	
                            Sharing Economy
                        
	
                            Decision-Making
                        
	
                            More...
                        


        
	
                    Creativity & Design
                    	
                            Graphic Design
                        
	
                            Creativity
                        
	
                            Photography
                        
	
                            Image Editing
                        
	
                            Photoshop
                        
	
                            Learning WordPress
                        
	
                            More...
                            
              


        
	
            Core Skills
            	
                   Math
                
	
                   Reading
                
	
                   Science
                
	
                   Grammar
                
	
                   Language Learning
                
	
                   Critical Thinking
                
	
                   More...
                


        


                                    	For Educators
	Translations
	Staff Picks
	All Topics


                                

                            

                        

						
							
								print
							
						

						
						
							
								
									English
									expand_more
									expand_less	
								
									
										
											English
											expand_more
											expand_less	
										
									
	
										
											Español
										
									
	
										
											Português
										
									


							

						


						
						
							
								

								

								

								

							

						

						
					

				

	    	


	    	
	    	
	    	
		    	
		    		

		    		

		    		
		    			
		    			
		    				

		    					
			    					
				    						Basic Computer Skills -

				    						What is a PDF File?

		    						
	    						


		    					
	    							Back to Tutorial
	    						
		    				

	    				
	    				
	    				

		    		

		    	

	    	
	    


	    
	    	
			    
			    	
						
						    
						    	
									
Basic Computer Skills

									What is a PDF File?

								
								
						    

						
					

			    

		    
	    

	    
	        
	          
	          	
					
					
				
	          
			  
			  
				
					search
				

				
					
					
						person_outline
					
					
						arrow_drop_down
					
				

				
					menu
				

			  

	        

	        
	          
	            All Topics
	            
	            	My Account
	            
	            About Us
	            FAQ
	            Contact Us

	            
		            EN
		            ES
		            PT
	        	

	          

	        

			
				
				  
				  
						
					
					Signin

					
					Signup

					
					Dashboard
					
					
					Profile

					
					Logout
				  

				  
				

			  

	      
	        
	            
					
						
							
								navigate_before Tutorial
							
						
						
							search
								
								
							

						

					

	            

	        

	    

	



  
    
      Basic Computer Skills: What is a PDF File?

    

    
      
        55e878dd2c9aff7420c7121f
        56a78b6f71a914137c5923bc
        
          
            
              
              
              
                
                  

                  Lesson 8: What is a PDF File?

                

                
                  /en/basic-computer-skills/open-source-vs-closed-source-software/content/

                
                What is a PDF file?

Adobe PDF files—short for portable document format files—are one of the most commonly used file types today. If you've ever downloaded a printable form or document from the Web, such as an IRS tax form, there's a good chance it was a PDF file. Whenever you see a file that ends with .pdf, that means it's a PDF file.

Why use PDF files?

Let's say you create a newsletter in Microsoft Word and share it as a .docx file, which is the default file format for Word documents. Unless everyone has Microsoft Word installed on their computers, there's no guarantee that they would be able to open and view the newsletter. And because Word documents are meant to be edited, there's a chance that some of the formatting and text in your document may be shifted around.

 By contrast, PDF files are primarily meant for viewing, not editing. One reason they're so popular is that PDFs can preserve document formatting, which makes them more shareable and helps them to look the same on any device. Sharing the newsletter as a PDF file would help ensure everyone is able to view it as you intended.

Opening PDF files

Opening and viewing a PDF file is pretty simple. Most modern web browsers will open PDF files directly in your browser window instead of downloading them to your computer. If your browser can't do this, it should prompt you to download the file instead. Try clicking this link to see how it works on your computer.

If you need to view a PDF file just once, it's usually easiest to open it in your web browser. If you need to access the PDF later, you'll want to save a copy to your computer. This process will vary depending on your web browser, but in the example below the Save PDF button can be found near the upper-right corner.



If the PDF file is already on your computer, you can simply double-click to open it with the default PDF application.



If your computer uses Windows 7 or earlier, you may need to download a free PDF viewer (such as Adobe Reader) before you can view PDF files.



Editing PDF files

As we mentioned earlier, PDFs are primarily meant for viewing, not editing. However, there may be times when you encounter a PDF that allows you to enter certain information, like name and address. These PDFs use a special feature called form fields, which allow you to type new information into the document and save your changes. For example, this PDF contains several form fields for entering your name, address, and other information.



This feature is not supported in all web browsers, so you may need to download the PDF before you can use form fields to add your information.

There may also be times when you want to make small edits to PDF files, like adding a comment or highlighting text. To learn more about editing PDF files, check out our lesson on how to edit and merge PDFs.

Creating PDF files

There are several ways to create PDF files, but the method will largely depend on the device you're using. For example, if you're using Windows 10 you can go to the Print dialog box, then select PDF from the list of printers at the top. This allows you to create a PDF of anything you would normally be able to print, including documents, emails, and webpages.



If you're on a Mac, the Print dialog box has a PDF menu that allows you to save a file as a PDF.


If your computer has Windows 8 or earlier, you have a few options. The simplest method is to use software that supports a PDF export, such as Microsoft Office or Google Chrome.



Another option is to use a PDF converter like Smallpdf, which is a free app that runs in your web browser. Smallpdf can convert various file types—such as Microsoft Office documents—into a PDF format.



OK, those are the basics of PDF files!
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