
What is a PDF? 

PDF files look like original documents and preserve source file 

information — text, drawings, video, 3D maps, full-color graphics, photos, 

and even business logic regardless of the application used to create them 

To access these files, you must have the Acrobat Reader installed on 

your computer, configured to work with your browser. When viewed or 

printed in the Acrobat Reader, the document appears as it does in the 

hard copy version. 

Why do we use them? 

-       Portable Document Format (PDF) lets you capture and view 

information, from almost any application, on any computer system, 

and share it with virtually anyone, anywhere.  

-       Individuals, businesses, and government agencies around the world 

trust and rely on PDF to communicate their ideas and vision. 

-       Adobe Acrobat's portable document format (PDF) files are widely 

used on the Web because they preserve the original appearance of 

the printed document. 

-       If you want to transfer files by email or the Web to other 

computer users and to ensure that your files are readable, the 

safest option is to convert them to PDF. 

-       Other computer users will not always have the appropriate 

software to view your text and graphics files but the software to 

read PDF files is free and widely installed.  

- PDF is frequently used as a 'print-friendly' format which can be 

made widely available from the Web. 

How do I create a PDF file? 

-  Acrobat provides three methods for creating PDF files:  

• PDF Writer, the quickest and easiest method for creating PDF 

files  

• Acrobat Distiller which uses a more intensive process to optimise 

compression and functionality  



• Acrobat Capture to convert scanned paper documents into PDF 

pages 

How do I open PDF files?  

To open a PDF file you have two options: 

-       You can download a program called Acrobat Reader and install it 

onto your computer. The program is available free of charge from 

the Adobe Acrobat site 

- The second option is to use an online PDF conversion tool. You can 

visit the Adobe Acrobat website, type in the address of a PDF file 

and get it to translate the file into a more readable format while 

you wait. Or you can email the address of the file (or the file 

itself) to Adobe, and they will email a translation back. These 

translations of the files may not be as clearly formatted as the 

original PDF file. 

How do I save PDF files? 

Note: Depending on the computer, operating system and web browser 

these instructions may vary slightly. 

1. If you are using a PC, right click on the download link so that a 

menu appears.  

2. From the menu select Save Target As.  

3. A dialog box will appear that allows you to select the location on 

your computer that you would like to save the file. Select an 

appropriate location and then click OK.  

4. A dialog box will now appear providing you with information about 

how long the download will take and indicating the download 

progress.  

5. Once the download is complete you are able to launch the file by 

going to the location on your computer that you saved the file to 

and double clicking on it.  

Advantages of using PDF files… 

-       The PDF format has a superior image and text appearance as a 

printed copy when reproduced. 



-       A PDF file is a "read only" document that cannot be altered 

without leaving an electronic footprint, which means it cannot be 

tampered with.  

-       The PDF file format is practical and economical by allowing the 

documents to be stored on a company's server. This eliminates the 

need for additional hardware 

Disadvantages of using PDF files… 

-       Large files can be slower to download than HTML.  

-       People who wish to read the documents must install the Acrobat 

viewer to be able to see the documents. It is free, but that is still 

a hassle that canl discourage novices from looking at documents. 

-       PDF documents are usually formatted to print vertically, while 

monitors are generally horizontal. The mismatch causes users to 

scroll more often to navigate the pages. 

 

 

 

 

 

 

 


