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A Quick How-To for PDFs:
How to View, Save, and Edit

* This was done through a Windows 10 PC. Your screen, windows, and buttons might look different

** If you do not have Adobe Reader or Acrobat, you can download them here. Sign in with your student credentials
(MEID@maricopa.edu)

> https://acrobat.adobe.com/us/en/acrobat/pdf-reader.html

HOW TO VIEW

PDFs can be viewed through Adobe Reader, Adobe Acrobat, and through a browser, such as
Google Chrome, Firefox, Safari, etc.

> Reader - Free to download; has features such as commenting, signing, printing, and
signing (i.e. filling out or signing something like a form)

> Acrobat — Requires account sign-in as it is the premium version of Reader; has additional
features, such as editing and exporting

[£] How To Adobe Properties *
When viewing a PDF, it will open in your preferred General | Securty  Details  Previous Versions
browser or automatically in the Adobe version you have. [How To Adobe
If the PDF does not open in your desired application, there Type offle:  Adabe Acrobat Document {pdf)
are a couple of ways to change the default application for Opens with: Adabe Acrobat DC Change...
the futu re: Location: Clsersy ‘Documents
X . : Size: 5.76 KB (5,504 bytes)
1' nght'C“Ck on the PDF flle Size on disk:  8.00 KB (8.192 bytes)
2. Hover your mouse pointer over Open with
Created: Wednesday, June 15, 2022, 11:04:21 AM
3. Select Choose another app at the bottom of the list Modfied:  Wednesday, June 15, 2022, 11:04:21 AM
4. Choose your desired application **1" How do you want to open this file?
5. Make sure to checkmark Always use this app to Attty Keep using this app

[a]

open .pdf files. This can be changed at any time

Another way: Featured in Windows 10
Microsoft Edge
1. nght-c“ck on the PDF f||e Open PDFs right in your web browser.

. Other options
2. Select Properties P

“ Adobe lllustrator 2021
3. Go to Opens with and select the Change...

button, and you will be prompted with the same Frefex

How do you want to open this file? Window m Google Chrome v
4. Choose your desired application /]| Atways use this app to open .pdf fles

OK
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PDFs can also be opened in Word, but be aware that PDF format does not translate very well within

other applications, such as Word or Google Docs. To view a PDF in Word, you can export it!, or open

the PDF through Word by following the above steps (steps 1 and 2). It can take up to a few minutes

for the file to open. Please also be aware that sometimes the files will appear as they did in their original

form, however, it is possible for the formatting to be off or look nothing like the original file.

Home Share View o
BY, = {, Cut EE __Y I New item ~ - Open ~ Select all
kg B * P X =f = V] Wopen - B
— w.| Copy path % | Easy access ~ : Edit Select none
Pinto Quick Copy Paste - Move Copy Delete Rename New Properties 3 o x
access E] Paste shortcut to~w to~v - folder - &) History 57 Invert selection
Clipboard Organize New Open Select
— v A4 & » ThisPC > Documents v D Search Documents el
- A~
|| Documents # # Name Date modified Type Size
I} Pictures o Custom Office Templates File folder
Guides Downloads File folder
images Sound recordings File folder
Social Media in t How to Print v.4 (1) Adobe Acrobat Document
test Google_Mail y 4/6/2020 4:26 PM Adobe Acrobat Document
Open with Adobe Acrobat DC
« Creative Cloud Fil Print
@, OneDrive ) Edit with Adobe Acrobat
Combine files in Acrobat...
[ This PC E
% Share using Adobe Acrobat
) 3D Objects
=4
I Desktop &2 Share :
<] Documents Open with > Adobe Acrobat DC
& Downloads Gheaciesta 5 | Adobe lllustrator 2020
D Music Restore previous versions [E] Google Chrome
2] Microsoft Edge
&= Pictures Send to m Word
B Videos Cut
& . E Search the Microsoft Store
‘i LocalDisk (C:) v < | Copy >
Sitems  1item selected 476 KB : Chooseancthiceanp | =
Create shortcut
Delete
Rename
Properties

L Exporting can only be done in Adobe Acrobat. Please read the How to Edit section to see how
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PDFs themselves can be saved within the application, and is recommended you do so,
especially if it is a fillable form. A PDF that is opened through a link will either open through a
browser or download automatically. Please note that PDFs that open in a browser, such as a
form through a government or company website, will not save any changes you make to it, as it
is an original document owned by the creator. However, a downloaded copy allows changes to
be saved as it is not the original document.

To save a copy, click on the Download button at the top (the
downward pointing arrow), or click the Print icon and select
Save as PDF under Destination. Check the Downloads folder

first if you are not prompted to save somewhere specifically.

Print

Rotate

Download Bookmarks

Like with any other application, always save the file in a place that is accessible, and save whenever
any changes are made. PDFs can be especially finicky and may not save every change that is made.

Google_Mail.pdf - Adobe Acrobat Pro DC

Edit  View Window Help

B Open..

r_“a Reopen PDFs from last session

Open Recent File

® Save As...

® S:zve as Other

E Print...

f?} Create

Export To

‘ﬁl Reduce File Size

Protect Using Password

[T] share File

Properties...
Close File

Exit Application

Ctrl+0O

Shift+Ctrl+5

4

Ctrl+P

Ctrl+D

Ctrl+W

Ctrl+Q
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To save a Word document as a PDF:
1. Go to File, then select Save As and select your preferred save destination. There will be
a dropdown list of file formats to choose from, as seen below.
o Save as Adobe PDF is also an option in newer versions of Word

2. The default file type in Word is Word Document (.docx). Look for PDF. Once the document is
saved, the PDF copy of the file will open. This will not overwrite the original file as it is a different kind

of file format.
El Save As x
I << Local Disk (C:) » Documents » ~ [} O Search Documents
Organize » MNew folder Bz 9
Narme Date modified Type Size
7 Quick access
Adobe 6/6/2022 3:23 AM File folder
) Microsoft Word Customn Office Ternplates 6/2/2022 3:11 AM File folder
D - - | - - - - i /15/ 148 A i 5 o
@ OncDrive 3036-pdfs-how-read-save-and-edit 6/15/2022 2:48 AM Microsoft Weord D 286 KB
Adobe POF Quick How-To_updated_6.15....  £/13/2022 10:00 AM Microsoft Word D... 1,333 KB
= This PC
|:_} Metwork
File name: | Adobe PDF »
Save as type: | Word Document v
- Word Docurment
9T \Ward Macro-Enabled Document
Word 97-2003 Document
Word Template
Word Macro-Enabled Template
Word 97-2003 Template
~ HideFoders T |
KPS Document

Single File Web Page
Options Web Page

Web Page, Filtered

Rich Text Format

Plain Text

Word XML Document
Word 2003 XML Docurnent
Strict Open XML Document
OpenDocument Text

Untitled document &)

You can also save GOOgIe Drive files such as GOOgle File Edit View Insert Format Tools Add-ons Help Lastedit]
Docs, Slides, and Sheets, etc., as PDF files. To do so, all =~ o Share omaltedt ~ | Aral -l-lm
1
you have to do is: New v
. . Open Ctri+0
1. Goto Filein the top left of the document
Make a copy
2. Hover your mouse over Download to see the
Email >
download options
P pEtEd - Microsoft Word (.docx)
3. Choose the PDF Document (.pdf) Option Make available offline OpenDocument Format (.odt)
Version history " Rich Text Format (.rtf)
Rename PDF Document (.pdf)
Mave Plain Text (.txt)

&, Add shortcut to Drive Web Page (.html, zipped)

EPUB Publicat: b
B Move to trash ublication (-epub)
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@

The editing capability is available only in Adobe Acrobat. This includes adding text, headers and

footers, images, implementing links, attaching files, and more.

Adabe Acrobat Pro DC (32-bit)
File Edit View E-Sign Window Help

Home

I Edit PDF

Tools
% Edit

FORMAT

Edit text and images in a PDF file

Select a File

Help

OBJECTS

L NORY W ]

@ Header & Footer ~ D Watermark > [£Z] More =

L]

[E[ED]

SCANNED DOCUMENTS

[m] >

B3
]

The editing capabilities are not the same as in Microsoft Word. Word allows for more editing and
formatting as it is a word processor, while PDFs are meant for easy viewing and file transference.

This is where Exporting comes in handy.

Adohe Acrobat Pro DC (32-bit)

File Edit View ESign Window Help

Home  Tools

Exporting is not available in Adobe Reader, I —
while it is in Adobe Acrobat. There are

many online file converters that can help

convert your file to a PDF.

Microsoft Word
If you have Acrobat, all you have to do is

use the Export PDF tool and select the file
you want totransfer. The Word document

version may not look exactly like the original
PDF document.

Spreadsheet
Microsoft PowerPoint

Image

HTML Web Page

More Formats

Help

Export your PDF to any format

(® Word Document ¥

(O Word 97-2003 Document
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