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What are PDFs? According to Wikipedia: “Portable Document Format is a file format developed
by Adobe in 1993 to present documents, including text formatting and images, in a manner
independent of application software, hardware, and operating systems.” All of us read PDFs in
our daily lives without thinking much about it. But PDFs are important files and we should be
saving our files in PDF format more than we do.
There are several reasons to save files as a PDF, especially if e-mailing or sharing a file with
someone else.

1. Anyone can read a PDF and it looks the same on every computer. For instance, now
that most Oakmonters are retired, they may not own a Microsoft Office license for Word
and Excel. A PDF can be read by any browser (Chrome, Safari, Edge, Firefox) or by
Adobe Acrobat, which is free to download. PDFs look the same on computers or on a
mobile device, such as an iPad/iPhone or Android phone/tablet. When printed from any
device, a PDF will look the same.
2. PDFs are secure and cannot carry malware. Malware macros can hide in MS-Office
files. There’s a reason law firms and financial institutions send out files and contracts in
a PDF: content of a PDF cannot be changed by the reader. A PDF can also be
password-protected. PDFs are recommended for memos, legal documents, contracts,
club minutes, invoices, and other documents.
3. PDFs are easy to create. MS-Office (Word-Excel-PowerPoint) and other apps can be
saved in PDF format. The PDF file size is smaller than the original document. This is
particularly handy for a document that contains a lot of images or needs to be e-mailed.
4. PDFs are searchable and can interact like a web page. They can be opened without
downloading.
Weirdly, creating a PDF is called “printing”, but it prints to a .pdf file. To create a PDF on a PC,
select Print in your application (e.g. Word or Excel) and select “Microsoft Print to PDF” to save a
file on the PC. To create a PDF on a Mac, there are two ways: 1) File=>Export as PDF, or 2)
File=Print=>Save as PDF. To create a PDF in a Google App (e.g. Docs or Sheets), select
Download=>PDF Document (.pdf), then the PDF file will be downloaded. Other PDF “printer”
apps that are free to downloading are CutePDF.com or TinyPDF.com and can be selected at
printing. Both work well. Other handy PDF tools online are free online apps that allow one to
“combine” multiple PDFs into one document: just Google “combine PDFs” for various options.
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