B Vicki’s Guide to PDFs with Microsoft Word
What You Can (and Can’t) Do—Without Paying for Another Tool

What Microsoft Word Can Do with PDF Files
Microsoft Word has quietly become a powerful PDF tool for everyday users. You may not
need another app for many common tasks—just open Word and go.

1, 1. Open and Edit PDF Files Directly in Word
Yes, Word can open PDFs!
How:
File > Open > Browse > Select PDF file
Word will convert the PDF into an editable Word document (.docx).
o Great for text-based PDFs like newsletters, essays, or student handouts.
¢« You can make edits, reword paragraphs, or insert new content.
¢ The original PDF stays untouched—Word creates a separate, editable version.
Use this for: quick edits, copy/paste reuse, updating older files
1. Heads up: Complex layouts or fonts might shift slightly.

) 2. save a Document as a PDF

After editing or creating in Word:

File > Save As > Choose “PDF” format

No need to convert anything—just export and share.

Perfect for creating polished resumes, brochures, or flyers.

3. Comment, Track Changes, and Collaborate

Once a PDF is converted into Word format, you can use all Word’s review tools:
e Review >Track Changes
e Review>New Comment

Great for team feedback, student work, or collaborative drafts.

4. Rearrange or Delete Pages (Workaround Style)
Word doesn’t have a built-in “page organizer,” but you can:
e Insert Page Breaks
e Use Cut & Paste to reorder
¢ Delete content manually
Then save as a PDF again.
Best for smaller rearrangements—not full-blown PDF editing.
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© What Microsoft Word Can’t Do Well (or At All)
Even though Word is useful, you will hit some walls with certain PDF needs:

X Not Ideal For Why

Editing scanned PDFs = Word can’t extract text from images (no OCR)

Keeping complex layouts Tables, columns, and styled elements may get scrambled
Fillable forms Word doesn’t support interactive checkboxes or dropdowns

Securing PDFs No option to password protect or restrict editing

‘s When Do You Really Need Another Tool?
Here’s a quick guide:

Task Can Word Do It? Use Another Tool?

Edit text in a basic PDF Yes -

Fill out a form X No v PDF Reader

Rearrange multiple pages Sort of v PDFsam, Smallpdf

Convert scanned image totext 3 No v OCR tool (OneNote, Google Docs)

Create polished PDF from Word 4 Yes -

Lock or protect PDF X No v Adobe Acrobat or alternatives

Extra Tip: Opening a PDF in Word Isn’t Really Opening It
When you open a PDF in Word, it’s actually converting it—not preserving it exactly.

Content Type What to Expect

Plain text Great conversion

Headings & paragraphs Mostly preserved

Images May shift or resize

Forms or checkboxes  X{ Not functional

Fonts May substitute if missing
Scanned content X Just an image—no editable text

&) Think of it like this:
Word is translating your PDF into a format it can work with. It’s not meant to perfectly
preserve every detail—but it gets the job done for most daily tasks.



£ Handy Free Tools for What Word Can’t Do
o PDF24 Tools - Split, merge, compress, protect
e PDFCandy- OCR, reformat, and convert
e PDFsam - Desktop app for page rearranging
e iLovePDF / SmallPDF - Online tools for signing, editing, and more

¥ Final Thoughts from Vicki

If your PDF is mostly text—Word is your secret weapon.

Butif you’re dealing with forms, scanned pages, or design layouts, don’t fightit. Just use a
tool that’s made for that.

© Rule of Thumb:

If it looks like a document, Word will probably handle it.

If it looks like a form, brochure, or scan—bring backup.



