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What is a PDF File? 

PDF was created by Adobe in the 1990s to achieve two things. The first is that people should be able 
to open the documents on any hardware or operating system, without needing to have the app used 
to create them—all you need is a PDF reader, and these days most web browsers fit the bill. The 
second is that wherever you open a PDF, the layout of the document should look the same 

How to View a PDF File 

Becaus e PDFs  are a s tandardized format, there are a  cons iderable number of apps  out there 
that can open PDFs . Web brows ers , Adobe’s  official Acrobat Reader, third-party apps , and 
even word proces s ing apps . 

Easiest Way to View a PDF: Use Your Web Browser 

Chances  are if you’re reading this  article, the web brows er you’re us ing is  capable of viewing 
a  PDF, and doing s o is  mos tly the s ame on macOS and Windows . 

If you don’t have another app that can read PDFs , the chances  are that your browser is  
a lready the default app and you can jus t double-click the file to open it. 

If not, right-click the file, point to the “Open With” menu, and then click your favourite 
brows er. 

 

The results  are s imilar to any other program out there. 
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For More Control and Better Feature Support: Use a Desktop Reader 

Adobe’s  Acrobat Reader is  the official tool for reading PDFs . It’s  free, and it’s  available for 
Windows , macOS, iOS, and Android. 

After ins talling Acrobat Reader, a ll you have to do is  double-click on any PDF you want to 
open. 

 

And as  you can s ee, it has  a  whole lot more features  for controlling your view, as  well as  the 
ability to export PDFs  to an editable format, s uch as  a  Micros oft Office document. 

 

How to convert a Document to PDF Using Word 

If you have the desktop version of Microsoft Word installed on your Windows PC or Mac, the easiest 
way to convert your document to PDF is right in Word itself. 

Open the document you want to convert and then click the “File” tab. 

https://acrobat.adobe.com/us/en/acrobat/pdf-reader.html
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On the backstage screen, select “Save As” from the list on the left. 

 

Next, from the Save As screen, select where you would like the PDF to be saved (OneDrive, This PC, a 
particular folder, or wherever). 

 

Click the dropdown arrow on the right side of the “Save As Type” box and select “PDF 
(*.pdf)” from the dropdown menu. 
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If you want to, you can change the filename at this time. When you’re ready, click the “Save” button. 

 

After saving the PDF, you’ll be returned to your Word document, and the new PDF will open 
automatically in your default PDF viewer. 

If You Don’t Have Microsoft Word – use Google Drive. 

If you don’t have Word, but need to convert a Word document to PDF, you can use Google 
Drive: You can upload a Word document to Google Drive, save it as a Google Document, and then 
convert it to PDF. This works well enough if you have a simple, mostly text Word document without 
much formatting (and if you already have a Google account). 

How to upload a Word Doc to Google Drive. 
Open up your Google Drive by going to drive.google.com 
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Click New. 

Select File upload  

 

 
 

Now select a document to upload. Google Docs will be able to convert most types of documents, 
including Microsoft Word documents, PDF files, and Rich Text documents. 

Select a document to upload. 
Click Open. 
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The file will upload and appear in Google Drive. 

How to create a PDF from a Google Doc (or a Word Doc that has 
been uploaded to Google Drive) 

From your Google Docs homepage, open the document you want to create a PDF of, click File > 
Download, and then select “PDF Document (.pdf)” from the list provided. 

 

A window will open, prompting you to choose where to save the PDF file—you can even change the 
filename at this time if you want to. Navigate to the folder you want to save it and then click the 
“Save” button. 

https://www.howtogeek.com/449707/how-to-create-a-pdf-from-a-google-docs-document/
https://www.howtogeek.com/360744/what-is-a-pdf-file-and-how-do-i-open-one/
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The file saves to your local drive in the background. When it’s complete, you can find the PDF in the 
folder you selected in the previous step. From here, you can upload the PDF to the Exam Material 
Submissions page (https://www.speechnz.co.nz/what-we-do/examinations/examination-material-
submission/) or open it to view it. 

 

How to Create a PDF by “Printing as PDF” 

Both Windows  and macOS allow you to “print” to a  PDF file. So, pretty much anything you 
can print, you can s ave as  a  PDF. 

Create a PDF Using Windows 10’s Built-In PDF Printer 

Windows  10 features  a  built-in print driver that converts  documents  to PDF. 
All you do is  print the document the way you us ually would, and then choose the PDF option 
as  your printer. You can convert anything you would us ually print to a  PDF—text files , 
images , web pages , Office documents , etc. 

Start by s electing the “Print” command in whatever app you’re us ing. 

https://www.speechnz.co.nz/what-we-do/examinations/examination-material-submission/
https://www.speechnz.co.nz/what-we-do/examinations/examination-material-submission/
https://www.howtogeek.com/361612/how-to-create-a-pdf-file-in-windows/
https://www.howtogeek.com/258821/how-to-create-a-pdf-file-on-a-mac/
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Next, you’ll be changing the printer. This  is  how it looks  in the default Windows  Print window. 
It will look different in different apps , but the option will s till be there. When you’ve s elected 
the PDF printer, go ahead and print the document. 

 

When you print, Windows  will open up a s tandard Save As  window for you to name and s ave 
your new PDF. So, go ahead and give it a  great name, choos e your s ave location, and then hit 
that “Save” button. 
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You now have an amazing PDF to share. 

How to Create a PDF File on a Mac 

How to Create a PDF from an Existing Document 

If you have a  complete document that you want to turn into a  PDF file, you jus t need to 
convert it, which OS X makes  very easy. 

Firs t, open the document in its  native app. If you’re working on a Word document, then you’ll 
do this  from Word. Want to turn a  webpage into a PDF? Then open it up in Safari, and s o on. 

Creating the PDF is  accomplished via  the print dialog, which can be acces sed via  the “File” 
menu or us ing the keyboard shortcut Command+P. 

Now, note the “PDF” controls  in the lower-left corner of the Print dialog. 

https://www.howtogeek.com/258821/how-to-create-a-pdf-file-on-a-mac/
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You will need to click on this  menu to acces s  further options . 

 

If you want to s ave your document as  a PDF, s elect “Save as  PDF”, give it a  name (at the very 
leas t), as  well as  other optional pieces  of information s uch as  a  subject and any keywords  
you want to add to make locating the PDF eas ier la ter on. 

https://www.howtogeek.com/212444/how-to-make-os-xs-finder-tags-work-for-you/
https://www.howtogeek.com/212444/how-to-make-os-xs-finder-tags-work-for-you/
https://www.howtogeek.com/wp-content/uploads/2016/06/Screen-Shot-2016-06-13-at-12.36.30-PM.png?trim=1,1&bg-color=000&pad=1,1
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The security options  are a ls o an important item to note. Us ing them, you can require a  
pas s word to open the document, and add further layers  of s ecurity, including requiring a 
pas s word to copy text, images , and other content, as  well as  to print it. You can choose one, 
the other, or both. 

 

How to Create a PDF from Images and Documents in Preview 

These steps will show you how to combine multiple images into one PDF. You can always 
just follow these steps without combining the images, in order to save the image as a pdf. 

Head to the Applications  folder and open the Preview app (or s earch for it with Spotlight). 
Preview will direct you to open the images  you want, so browse to the folder where they are 
kept and select them. Use the Command key to s elect multiple images . When you’re done 
s electing images , click the “Open” button. 
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With your photos  s elected, you can rearrange them to the order you des ire by clicking and 
dragging them around in the Preview s idebar. 

 

Once you’re happy with their order, s elect “File > Print”. 
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Before we proceed with our documents , we want to take a quick moment to s how you what 
to do if your images  aren’t oriented correctly. In the following example we s ee a  photo that 
was  take in portrait orientation. We need to change it to lands cape so our recipient doesn’t 
have to turn their head. Click the “Show Details ” button at the bottom of the print dialog. 

 

https://www.howtogeek.com/wp-content/uploads/2016/03/Screen-Shot-2016-03-30-at-11.04.25-AM.png?trim=1,1&bg-color=000&pad=1,1
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You have a whole bunch of options  here, feel free to take your time to perus e them. The only 
one we’re interes ted in at this  time however, is  the Orientation feature. 

 
 
Note, you won’t need to change the orientation if your photos  appear normal, but make s ure 
you go through and look at a ll of them jus t to be sure. 

Once you’re made sure everything is  oriented correctly and in the proper order, in the bottom-
left corner, click the little dropdown menu that s ays  “PDF”. You have a  few options , if you 
want to go ahead and email it s tra ightaway, you can choose “Mail PDF” but for now we’ll jus t 
choos e “Save as  PDF…”. 

 


	What is a PDF File?
	How to View a PDF File
	Easiest Way to View a PDF: Use Your Web Browser
	For More Control and Better Feature Support: Use a Desktop Reader

	How to convert a Document to PDF Using Word
	If You Don’t Have Microsoft Word – use Google Drive.
	How to upload a Word Doc to Google Drive.
	How to create a PDF from a Google Doc (or a Word Doc that has been uploaded to Google Drive)
	How to Create a PDF by “Printing as PDF”
	Create a PDF Using Windows 10’s Built-In PDF Printer
	How to Create a PDF File on a Mac
	How to Create a PDF from an Existing Document
	How to Create a PDF from Images and Documents in Preview



