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and Combining PDFs Into One
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Word documents, Excel sheets, and photos all convert to PDF using tools already built into
Windows and Mac — no extra software required. This guide also covers combining several
PDFs into a single file, in whatever order you choose.

Remember, a PDF freezes the formatting exactly as it will print or display. Before you send one
along, open it once and check that nothing was cut off or rearranged in the conversion.

Converting to PDF

WORD & EXCEL DOCUMENTS

On either Windows or Mac, open File > Save As and set the format to PDF. Word also offers
File > Export > Create PDF/XPS, and Mac offers File > Export To > PDF. If neither menu is
available, File > Print and choosing Microsoft Print to PDF (Windows) or the PDF button in
the print dialog (Mac) works everywhere.

For Excel specifically, set the print area first (Page Layout > Print Area). Skipping this is the
single most common reason a one-sheet spreadsheet turns into a fifteen-page PDF.

PICTURES & PHOTOS

On a Mac, open the image in Preview and choose File > Export as PDF, or select several
images at once in Finder, right-click, and choose Quick Actions > Create PDF — this
combines them into one file automatically, in the order selected. On Windows, select the image
or images, right-click, choose Print, and pick Microsoft Print to PDF as the printer.

DON'T FORGET THE PRINT AREA

A PDF is a snapshot of what would come out of a printer. If a spreadsheet, in particular, looks
fine on screen but odd as a PDF, it is almost always the print area or page orientation, not the
conversion step itself.
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Combining PDFs Into One

ON A MAC — PREVIEW

Open the first PDF and switch on the thumbnail sidebar with View > Thumbnails. Drag the
other PDF files into that sidebar, in the order you want them to read, then save the result with
File > Export as PDF. No other software is needed.

ON WINDOWS

Windows has no built-in way to merge PDFs. A free online tool — Smallpdf and iLovePDF are
two common ones — lets you upload the files, drag them into order, and download the
combined PDF. If Adobe Acrobat is installed, File > Create > Combine Files into a Single
PDF does the same thing locally.

Before uploading anything sensitive to a free online tool, confirm it is approved for that kind of
file. Preview and Acrobat both keep everything on your own computer, which is the safer
choice when a document shouldn't leave it.

To summarize: convert with Save As or Print to PDF, double-check the result, and merge
separate files into one before you send them along. If you've read this far, you have everything
you need to get any file into a clean, single PDF.
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