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Creating .pdf Files from Electronic Files 
 
 
Portable Document Format (.pdf) is an essential tool for universal document exchange. 
Portable Document Format makes it possible to publish almost any document and 
preserve the exact look and content of the originals, complete with fonts and graphics. 
Documents in .pdf format can be distributed by e-mail or stored on the World Wide Web, 
an intranet, a file system, or a CD-ROM for other users to view on Microsoft Windows, 
Mac OS, and UNIX platforms. 
 
Acrobat provides several ways to convert electronic files to PDF. Use whichever method 
yields the most suitable PDF output and is most convenient for your situation: 
 
Using Acrobat PDFWriter 
 
PDFWriter “prints” a document quickly in PDF. You can drag and drop to create PDF 
files with PDFWriter or use the Print command in your authoring application. PDFWriter 
is most suitable for simple business documents that contain mostly text.  
 

 
• Open the file you want to convert to .pdf, 

e.g., Word, PowerPoint, or Excel 
• Select File from the menu bar and select 

Print. 
• Choose Acrobat PDFWriter and click on 

OK. 
 
 
 

 
 

• Choose a location for your new .pdf 
document. 

• Choose a file name for your document. 
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Using Acrobat Distiller 
 
If your documents have rich graphical content, use Distiller instead. Distiller creates a 
PDF file from a PostScript version of a document. A PDF file created by Distiller 
maintains all the formatting, graphics, and photographic images from the original 
document, and it usually provides higher quality output than PDFWriter.  
 

 
 

• Open the file you want to convert to 
.pdf, e.g., Word, PowerPoint, or Excel. 

• Select File from the menu bar and 
select Print 

• Choose Acrobat Distiller and click on 
OK. 

 
 
 

 
 
 
 
 

• Acrobat Distiller automatically creates 
a .pdf  

 
 
 
 
 
 
 
 

• Choose a location for your new .pdf 
document. 

• Choose a file name for your document. 
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