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By Cooper Temple Converting or printing files to PDF allows them to be viewed among people who might not have the original software with which the original file was created. As documents are shared among associates and friends, you may have a need to add information to the PDF file without editing the actual
document. This article will explain different ways to add information to a PDF file. Launch the PDF file to which you want to add text. Click once on the "File" menu option. Click once on the "Properties” option. Click on the "Description” tab in the Properties box to add document details. Based on the original program from
which the PDF file was created, some of the information will be pre-filled. Note in the example photo that the original document was created on Microsoft Word. On the description tab, you can change the title, author and subject of the PDF file, as well as add new information in the keywords field. Click on the "OK" button
to save your additions and changes. Launch the PDF file to which you want to add text. Click once on the "Document” menu option. Click once on the "Header & Footer" option. Use the "Add Header and Footer" box to add information to the top and bottom of your PDF file. The header and footer sections are divided into
three parts each: left, center and right. This feature is fairly robust as far as the amount of control you have over the text and information you add. You can adjust the header and footer margins, as well as the font, size and color of the text. You can add the date and page number, as well. Near the bottom of the box, you
will notice that you can preview what the text will look like on the document in the header and footer. Adjust the page number and date appearance, if applicable. Click once on the "Page Number and Date Format" link. From this window, you can change the page number and date formats. Refer to the example. Note that
the date is listed as "2/4," but it could be changed to list as "2/4/09" or "February 4, 2009." The page number is listed as "1," but it can be adjusted to "1 of 4." Click on the "OK" button to save your additions and changes. Refer to the example for an idea of how the footer will look on your PDF file. Launch the PDF file to
which you want to add text. Click once on the "Comments" menu option. Click once on the "Comment & Markup Tools" option. Click once on the "Attach a File as a Comment" option. Click once in the area of the PDF where you want to attach the file. Choose the file from the "Add Attachment" box. You can browse
through and choose any saved files. Please keep your audience in mind. For example, if you plan to attach a Microsoft Word or Excel document, make certain that the others who will view the file have the appropriate software to do so. Consider converting the planned attachments to PDF files prior to adding them. From
the "File Attachment Properties" box, choose the appearance of the icon that will represent the attachment. You can change the color of the icon from this box, as well. After you've uploaded the attachment, you can move it to another place by clicking once and holding the mouse button on the icon to drag it around the
PDF file. Click once on the file attachment icon to view it. You can delete the file attachment by right clicking once on the icon and then pressing the Delete key. Make certain to save the changes to your PDF after adding the file attachment. Launch the PDF file to which you want to add text. Click once on the "Comments"
menu option. Click once on the "Comment & Markup Tools" option. Click once on the "Sticky Note" option. Click once in the area of the PDF where you want to attach the Sticky Note. This will mark the spot on the PDF with a yellow callout with a dashed line leading to a text box with a yellow border. Insert text into the
text box with the yellow border. You can adjust the size of the box by clicking on one of the corners, holding the mouse button down and dragging. Once you click anywhere outside the text box, it will disappear. Only the yellow callout will be visible. To view the text in the Sticky Note, click once on the icon. Similar to the
File Attachment icon, you can move the Sticky Note icon to another place on the PDF file. Click once and hold the mouse button on the icon to drag it around the PDF file. Make certain to save the changes to your PDF after adding the file attachment. By Craig Witt The Portable Document Format (PDF) was created by
Adobe to allow the exchange of fixed-layout, noneditable document files across multiple operating systems and platforms. Using Adobe Reader, nearly any computer can view and print a PDF file using exactly the content and layout defined by the author. As long as you have the Adobe Acrobat program installed on your
computer, you can create multipage PDF files of your own, either within your chosen application or by bringing together several PDFs using Acrobat's page layout functionality. Open the application from which you want to create a PDF. Microsoft Word, Microsoft Excel and Microsoft Publisher are three programs
commonly used to create PDF documents. Select the menu option that allows you to send your document to the printer. This is usually "File" and then "Print." When the Print dialog box appears on-screen, click the drop-down menu containing the printer name and select the "Adobe PDF" option. Click "OK." Choose a
save location and give the PDF file a name in the resulting dialog box. Click "Save" after doing so to create the PDF. As long as your original document contains content on multiple pages, so too will your newly created PDF file. Click "File" in the top menu bar and then select "Open." Locate the PDF file containing the
first page, or first group of pages, and then double-click its icon to open it. Click "Document” in the top menu bar and select "Insert Pages." In the resulting dialog box, locate the PDF file containing the next page(s) you want to add to your original PDF, and then double-click its icon. Select "After" from the drop-down
menu in the dialog box that follows and then click "OK." The pages from the PDF file you selected in the previous step are added directly after the pages contained in the original file you opened in Step 2. Click "File" in the top menu bar and then select "Save" to confirm your changes and save your new multipage PDF
file. A file with the .pdf file extension is a Portable Document Format (PDF) file. PDFs are typically used to distribute read-only documents that preserve the layout of a page. They're commonly used for documents like user manuals, eBooks, application forms, and scanned documents, to name just a few. 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. PDFs can contain text, images, embedded fonts, hyperlinks, video, interactive buttons, forms, and more. How to View a PDF File Because PDFs are a standardized format, there are a considerable number of apps out there that can open
PDFs. Web browsers, Adobe’s official Acrobat Reader, third-party apps, and even word processing apps. Easiest Way to View a PDF: Use Your Web Browser Chances are if you're reading this article, the web browser you'’re using is capable of viewing a PDF, and doing so is mostly the same on macOS and Windows. If
you don’'t have another app that can read PDFs, the chances are that your browser is already the default app and you can just double-click the file to open it. If not, right-click the file, point to the “Open With” menu, and then click your favorite browser. The results are similar to any other program out there. 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, macQOS, iOS, and Android. After installing Acrobat Reader, all you have to do is double-click on any PDF you want to open. And as you can see, it has a whole
lot more features for controlling your view, as well as the ability to export PDFs to an editable format, such as a Microsoft Office document. Of course, there are also third-party apps for viewing PDF files, some of which are faster and less bloated than Adobe Reader. RELATED: The Best PDF Readers for Windows How
to Edit a PDF If you need to edit a PDF but have it stay in PDF format, your options are limited. The gold standard here is Adobe’s own Acrobat DC. Unfortunately, it's kind of pricey. The standard version is $12.99 per month and requires an annual commitment. It's also only available for Windows. The pro version is
$14.99 per month and also requires an annual commitment. That one is available for both Windows and macOS. There is a seven day free trial period available for the Pro version, so if you only need to edit a document or two, that might work for you. There are also some free utilities available out there. Our favorite is
PDF-XChange Editor, which lets you make basic edits and annotations. How to Create a PDF There are several ways you can create a PDF out of almost anything—Word documents, web pages, and so on. To start with, both Windows and macOS allow you to “print” to a PDF file. So, pretty much anything you can print,
you can save as a PDF. RELATED: How to Create a PDF File in Windows RELATED: How to Create a PDF File on a Mac Some apps, like Chrome, also have their own built-in PDF printers. If you need more control over how your PDFs turn out (like if you're preparing something for professional printing), you’re going to
have to turn to Adobe’s Acrobat DC. How to Convert a PDF to Something Editable You can also convert a PDF into some other file format that you can more easily edit. Typically, you're going to want to convert your PDF into something your word processor can handle. We've already got great articles on converting
PDFs to Microsoft Word or Google Docs, so give those a read if that's what you need to do. Even if you use another word processor, it should be able to handle either of those formats after the conversion. The only trouble with converting documents using Word or Google’s built-in tools is that they can sometimes have
difficulty maintaining complex formatting and layout. If you have a PDF that fits that bill, you might want to try Adobe’s Acrobat Reader DC. While the app is free, you do have to pay a $1.99 per month fee if you want it to be able to convert PDFs to other formats, like Word. If it's something you need to do regularly, that
fee is probably worth it because using Acrobat is the most reliable way to change your PDFs to Word documents, since it tends to maintain formatting pretty well. And of course, the full version of Acrobat DC can also do the job, but it's not worth the added cost if all you need to do is convert documents. There are also
some online conversion tools that you can use if none of these others suit your needs. Since these solutions are cloud-based and allow you to convert any PDF you have without the need to install software onto your machine. It is, however, essential to keep in mind that you have to upload your document to their servers
in the process, so if your document has sensitive information, you might want to skip this step. Zamzar is one of the more popular online file conversion sites, and it's worked well for us. Their free service lets you convert any file up to 100 MB in size. After you upload and choose what format you want to convert it to, the
document will be emailed to you with a link to download. One added benefit to using Zamzar is that it supports a vast number of formats to which you can convert, including various document, image, and even eBook formats. Portable Document Format (PDF) The PDF format is modeled after the PostScript language and
is device and resolution independent. Tax forms and publications in the PDF format can be viewed, navigated and printed from a workstation using the freely available Acrobat Reader software from Adobe Systems Inc. Versions of Acrobat Reader run on Windows, Macintosh and Unix systems. Page Last Reviewed or
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