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! First, a safety check

Before trying to open any file you weren't expecting — even from someone you know

— pause. Unexpected attachments are how a lot of trouble arrives. If you didn't expect

it, verify with the sender before opening. This guide assumes you've done that.

That puzzling attachment, decoded
Someone emails you a file and it won't open, or your computer asks what to use.

The little letters after the file's name — .docx, .pages, .odt — are the clue to what it

is and how to open it. Let's decode them together.

I'm Bill, from Bill's Home Tech in Portage County. 'This file won't open' is a common, fixable

call. Usually it's just a document made in a program you don't have — and there's almost

always a free way to open or convert it.

We'll learn to read those file-type endings, match them to a way to open them, and do it

safely. By the end, a mystery attachment will be a minor puzzle rather than a wall.
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The whole guide, on one page
If these stick, few attachments will stump you.

❑ The letters after the dot in a file's name (the 'extension') tell you what it is.

❑ .docx is Word, .xlsx is Excel, .pdf is a PDF — the common ones.

❑ .pages, .numbers, .key are Apple's — openable even without a Mac.

❑ .odt and .ods come from free office programs like LibreOffice.

❑ Most of these open free in the web versions of Office or Google, or in LibreOffice.

❑ Never open an unexpected attachment without checking with the sender first.

✔ The ending is the clue

Those few letters after the dot are a label telling you which program made the file.

Learn the common ones and most mysteries solve themselves.
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Reading the file-type ending
Every file has a little tag at the end of its name that says what kind it is. Learning to

read it is the whole skill.

A file called 'Letter.docx' has two parts: the name ('Letter') and the extension ('.docx') after the

dot. That extension is like a label on a jar — it tells the computer, and you, what's inside and

which program should open it. '.docx' means a Word document, so your computer tries to

open it in Word.

The 'file won't open' problem usually happens when you don't have the program that matches

the extension — someone sends a .pages file but you're on Windows without Apple's Pages,

say. The file's fine; you just need the right way in, which we'll find.

✔ Can't see the ending?

Computers sometimes hide extensions. If you only see 'Letter' with no ending, the file's

icon still hints at the type — and you can turn on 'show file extensions' in your settings

to always see them.
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The everyday file types
A handful of extensions cover the vast majority of documents you'll receive. Here's

your decoder.

Ends in It's a

.docx / .doc Word document

.xlsx / .xls Excel spreadsheet

.pptx / .ppt PowerPoint slideshow

.pdf PDF (fixed page)

.txt Plain text note

These are the ones you'll meet most. The .docx (and older .doc) open in Word or any free

word processor; .xlsx in Excel or any free spreadsheet; .pdf in any browser or PDF reader. If

you have Office or a free equivalent, these rarely cause trouble.

✔ The 'x' just means newer

You'll see both .doc and .docx, .xls and .xlsx. The ones with the 'x' are the newer

versions; both open in modern Word or Excel and the free equivalents. Nothing to

worry about.
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Apple's file types: .pages, .numbers, .key
If someone with a Mac or iPad sends you a document, you may meet these — and

they can stump a Windows user.

.pages is Apple's word processor (like Word), .numbers is its spreadsheet (like Excel), and

.key is Keynote (like PowerPoint). On a Mac or iPad these open instantly in the free built-in

apps. On Windows, your computer may not know what to do with them — hence the 'won't

open.'

The friendly fix: you can open these free at iCloud.com in a web browser, even on Windows,

with a free Apple account. Or, better, ask the sender to re-send it as a PDF or Word file, which

opens anywhere. A quick request often beats hunting for a workaround.

✔ Just ask for a PDF

If a .pages or .numbers file won't open and you're not on an Apple device, the simplest

fix is often to reply: 'Could you send that as a PDF?' Most people are happy to.
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Free-office file types: .odt, .ods, .odp
Documents from free office programs have their own endings. Here's what they are

and how to open them.

.odt is a document (like Word's .docx), .ods a spreadsheet, and .odp a slideshow — these

come from free programs like LibreOffice and from Google when exported. They're perfectly

standard; you just need a program that reads them.

The good news: LibreOffice (free) opens them natively, and modern Word and Google Docs

can usually open .odt files too. If one won't open, installing free LibreOffice — which we cover

in its own guide — handles them all, and far more besides.

✔ LibreOffice opens almost everything

If you regularly receive oddball document types, free LibreOffice is the Swiss-army

answer — it opens .docx, .odt, and most others, saving you from ever being locked out.
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Three free ways to open almost anything
Rather than collect a dozen programs, you can lean on a few free tools that open

the great majority of documents.

• The free web versions of Word, Excel, and PowerPoint at office.com open their matching

files with just a free Microsoft account.

• Google Docs, Sheets, and Slides open Word, Excel, PowerPoint, and more — upload

the file to Google Drive and open it.

• LibreOffice (free to install) opens an enormous range, including the Apple and

open-document types.

Between these three, almost any document someone sends you can be opened for free, often

by just uploading it to a browser. Our free-ways-to-write and LibreOffice guides walk through

setting them up.

★ I'll set you up with the right opener

Rather than fight each odd file, I can set you up so the common ones just open. It's a

quick fix that saves endless frustration. Call (330) 200-8042.
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The safety rule that matters most
Before any of the opening advice, this is the page to take to heart. Some

attachments are traps.

Opening a document is usually harmless, but certain file types can carry harmful programs,

and scammers disguise them as invoices, delivery notices, or messages from people you

know. The danger is highest with unexpected attachments — even ones that seem to come

from a friend, since email can be faked.

• If you weren't expecting it, verify with the sender — by phone or a fresh message — before

opening.

• Be wary of endings like .exe, .zip, or .scr, and of a document that asks you to 'enable

macros' or 'enable content.'

• A file named like 'Invoice.pdf.exe' is a disguised program, not a PDF — the real ending is

the last one.

• When in doubt, don't open it. No real document is worth a virus.

! Unexpected equals suspicious

The single best protection: treat any attachment you didn't expect as suspicious until

you've confirmed it's real with the sender. Our scam guides go deeper on this.
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Opening an unfamiliar file safely
Once you've confirmed a file is legitimate, here's the calm way to open an

unfamiliar type.

❑ Confirm you expected it, or verify with the sender.

❑ Note the ending after the dot to see what kind it is.

❑ Match it to a free opener — web Office, Google, or LibreOffice.

❑ For Apple files on Windows, try iCloud.com or ask for a PDF.

❑ If anything asks to 'enable macros' or 'enable content,' stop and think — that's a common

trick.

Following that order keeps you both unstuck and safe. The file type tells you the opener; the

safety check keeps the rare bad attachment from catching you out.

✔ Macros prompt? Be skeptical

A legitimate letter or spreadsheet almost never needs you to 'enable macros.' That

prompt is a favorite trick to run harmful code — unless you're certain it's needed and

trusted, decline it.
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Two kinds of readers, two sets of needs
The approach differs a bit depending on where the file came from. Find your case

below.

If it's a document type you recognize

A .docx, .xlsx, or .pdf you just can't open on this particular computer — likely because the

matching program isn't installed.

• Open it free in the web version of Office or in Google Docs.

• Or install free LibreOffice, which opens them all.

• A .pdf opens in any web browser — just double-click.

• No need to buy anything to read these.

If it's an unfamiliar or unexpected type

A .pages from a Mac friend, an .odt from a club, or something you didn't expect at all. Caution

and the right opener are both needed.

• First, verify you expected it and it's genuinely from the sender.

• Apple types: try iCloud.com or ask for a PDF.

• Open-document types: LibreOffice or Google handle them.

• If the ending looks like a program (.exe, .scr), do not open it.

★ Stumped by a file? Send it my way

If a file won't open or you're unsure whether it's safe, don't force it — describe it to me

at (330) 200-8042 and I'll tell you how to open it, or whether to avoid it.
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Sometimes the best fix is to just ask
Before hunting for a special program, remember the easiest solution of all: ask the

sender to send it differently.

If someone sends a file type you can't open, a quick reply — 'I couldn't open that; could you

send it as a PDF or a Word file?' — often solves it in minutes. PDF especially opens on every

device, so it's the ideal thing to request for anything you just need to read.

People send odd formats mostly by accident, not knowing you can't open them. They're

usually glad to re-send in something friendlier. There's no shame in asking; it's often faster

than any workaround.

✔ 'Could you send a PDF?' works wonders

This one polite question resolves a huge share of 'won't open' situations. A PDF opens

everywhere, so it's almost always the right thing to ask for.



SHOWING FILE ENDINGS BillsHomeTech.com · (330) 200-8042

Tech Made Simple — Service Made Personal Page 13 of 29
For general information only — not professional advice. Use at your own risk. For electrical,

gas, water, or ladder work, please call a licensed professional. — Bill's Home Tech

Making your computer show the endings
If your computer hides file extensions, turning them on makes identifying files —

and spotting fakes — much easier.

By default, both Windows and Mac often hide the ending, showing just 'Letter' instead of

'Letter.docx.' Turning extensions on means you always see the true type — handy for

knowing what a file is, and vital for catching a disguised 'Invoice.pdf.exe.'

On Windows, it's a checkbox in File Explorer's View options ('File name extensions'). On a

Mac, it's in Finder's Settings under Advanced ('Show all filename extensions'). A one-time

setting that pays off every time you look at a file.

★ I'll flip that setting for you

Showing file extensions is a small setting that makes you safer and less confused. I'm

glad to turn it on and show you what to look for. Call (330) 200-8042.
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Common mistakes, and how to avoid them
A few missteps cause most file-opening trouble — and one is a real safety risk.

• Opening unexpected attachments without checking — the risky one; verify first.

• Assuming a file is broken when you simply lack the matching program — a free opener

usually handles it.

• Enabling macros or content when prompted — a common trap; decline unless certain.

• Installing random software a pop-up claims you need to open a file — stick to trusted

free tools.

• Ignoring a double ending like .pdf.exe — that's a disguised program.

! The last ending is the real one

In a name like 'Photos.zip.exe,' the true type is the final ending (.exe, a program).

Scammers add a fake friendly ending in front. Always read the very last one.
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A quick word on other common endings
Beyond documents, a few other endings show up often. Here's what they are, so

nothing looks alien.

• .jpg, .jpeg, .png, .heic: photos and images — open in any photo viewer or browser. (.heic

is Apple's photo format.)

• .zip: a compressed bundle of files — safe to open only if expected; double-click to unzip.

• .mp3, .mp4, .mov: music and video — open in a media player or browser.

• .csv: a simple spreadsheet-style list — opens in Excel or any spreadsheet program.

These round out the endings you're likely to meet. Photos and media are usually harmless

and open readily; a .zip deserves the same caution as any attachment, since it can hide other

files inside.

✔ A .csv is just a plain list

If you get a .csv, don't be thrown — it's a basic spreadsheet file. Open it in Excel,

Google Sheets, or LibreOffice and it becomes a normal table.
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A strange file isn't a defeat
If an unopenable attachment has ever made you feel out of your depth, let me

reframe it.

A file that won't open almost never means anything is wrong with your computer or with you. It

simply means the document was made in a program you don't happen to have — and there's

nearly always a free way to open it, or a simple request that fixes it. It's a small puzzle, not a

failing.

Learn to glance at the ending, know a few free openers, and keep the safety rule in mind, and

mystery attachments lose their power to frustrate. You'll handle them with a calm shrug

instead of a sinking feeling.

★ And I'm always glad to decode one

If a file ever truly stumps you, that's exactly the sort of quick puzzle I enjoy. Send me

the details at (330) 200-8042 and we'll crack it — safely.
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Questions to ask yourself
A few quick questions handle almost any mystery file.

Q: Did I expect this file?

If not, verify with the sender before opening — that's the safety step that matters most.

Q: What does it end in?

The letters after the dot tell you the type and which free opener to reach for.

Q: Do I have a program for it?

If not, try the free web versions of Office or Google, or install LibreOffice.

Q: Should I just ask for a PDF?

Often the fastest fix — a PDF opens on every device, so request one if you're stuck.

✔ Expected and identified — then open

Two checks clear the way: did I expect it, and what type is it. Pass both and opening is

simple and safe.
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A few more worth answering
These come up as folks meet unfamiliar files.

Q: What is a .docx file?

A Word document — the standard word-processing format. It opens in Word, the free web

version, Google Docs, or LibreOffice.

Q: How do I open a .pages file on Windows?

Try opening it free at iCloud.com with an Apple account, or ask the sender to re-send it as a

PDF or Word file.

Q: What opens an .odt file?

Free LibreOffice opens it natively, and modern Word and Google Docs usually can too. It's a

standard open-document format.

Q: A file wants me to 'enable content' — should I?

Be very cautious. That prompt can run hidden code. Unless you're certain the file is trusted

and needs it, decline.

★ Got a file you can't crack?

Call or text me at (330) 200-8042. I'll identify it, tell you how to open it, and flag it if it

looks like one to avoid.
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The whole thing, recapped
Here's handling a mystery file as a short routine.

❑ Make sure you expected it; if not, verify with the sender.

❑ Read the ending after the dot to learn the type.

❑ Match it to a free opener: web Office, Google, or LibreOffice.

❑ Apple files on Windows: iCloud.com, or ask for a PDF.

❑ Decline any 'enable macros/content' prompt unless certain.

❑ Still stuck? Reply and ask for a PDF — it opens everywhere.

Follow that and nearly any attachment becomes openable and safe — and the rare bad one

gets caught before it can do harm.

✔ Identify, then open the free way

Read the ending, reach for a free opener, keep the safety check in mind. That's the

whole art of the mystery attachment.
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Common Questions
The questions I hear most about files that won't open.

Q: Why won't this file open on my computer?

Usually because you don't have the program that made it — not because the file is broken.

The ending after the dot tells you the type, and a free opener (web Office, Google, or

LibreOffice) can almost always handle it.

Q: What do the letters after the dot mean?

They're the file type: .docx is Word, .xlsx is Excel, .pdf is a PDF, .pages is Apple's word

processor, .odt is from free office programs. They tell you which program opens it.

Q: How do I open an Apple .pages or .numbers file on Windows?

Open it free at iCloud.com with an Apple account, or simply ask the sender to re-send it as a

PDF or Word file, which opens anywhere.

Q: Is it safe to open any attachment?

No. Verify you expected it and that it's really from the sender first. Be wary of program

endings like .exe, double endings like .pdf.exe, and 'enable content' prompts.

★ Want a hand decoding files?

Mystery attachments are quick to sort out once you know the trick — and I'll keep you

safe while we do it. Call or text me at (330) 200-8042.



THE BOTTOM LINE BillsHomeTech.com · (330) 200-8042

Tech Made Simple — Service Made Personal Page 21 of 29
For general information only — not professional advice. Use at your own risk. For electrical,

gas, water, or ladder work, please call a licensed professional. — Bill's Home Tech

The bottom line
Here's the heart of it in a few sentences.

When a file won't open, the ending after the dot tells you what it is, and a free opener — the

web versions of Office, Google Docs, or LibreOffice — can almost always open it. Apple's

.pages and .numbers open free at iCloud.com or, easier, ask the sender for a PDF.

Above all, keep the safety rule: don't open an attachment you didn't expect without checking

with the sender, watch for disguised program endings, and decline 'enable content' prompts

unless you're sure. Do that, and mystery files become minor, safe puzzles.

✔ The ending is the key — and caution is the lock

Read the ending to open the file; keep the safety check to stay protected. Together

they turn any mystery attachment into a non-event.
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One more reassuring thought
A closing note, because this is a worry that nags at a lot of good people.

The fear of 'breaking something' by opening the wrong file keeps folks from documents they'd

genuinely like to see — a grandchild's school project, a club's newsletter, a form they need.

Now you have the two things that dissolve that fear: a way to identify any file, and a safety

rule to open it wisely.

So the next time an odd attachment lands, you'll glance at its ending, reach for the right free

opener, and — if anything feels off — simply ask or decline. That's not being behind the times;

that's handling it like a pro.

★ Here whenever you need me

One puzzling file or a whole inbox of them, call or text me at (330) 200-8042. We'll

keep it simple, safe, and stress-free.
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You don't have to do this alone
You just have to remember that a friendly, patient person is one call away.

I hope this guide made opening unfamiliar file types safely feel a little less daunting and a lot

more doable. Keep it in a drawer with your other home papers, come back to a page

whenever you need it, and don't worry about memorizing anything.

When you'd rather have a hand, that's exactly what I do. I come to your home, work at your

pace, and never make you feel rushed or silly for asking. A first visit is a flat $99, and for the

parts that don't need me on-site — installing Office, sorting out a sign-in, setting up a

document — I can often help right on your screen for $49. Every visit comes with a 30-day,

come-back-free guarantee.

★ Bill's Home Tech — real help, close to home

Call or text me at (330) 200-8042, or visit BillsHomeTech.com. Serving Atwater and all

of Portage County. 30+ years of patient, plain-English tech help — and if you're ever

not 100% happy with a visit, I'll make it right or refund it. That's a promise. — Bill
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Need a Real Person?
You do not have to remember all of it.

You just have to remember you can call.

Friendly, in-home tech help -- I come to you.

BILL'S PROMISE

If you are not 100% happy with a visit, I will

make it right -- or refund it. No awkwardness,

no fine print. That is how I would want to be treated.

(330) 200-8042  ·  BillsHomeTech.com
Bill@BillsHomeTech.com  ·  Mon–Sat 9:00 AM – 7:30 PM

— Bill

Prefer help without a visit?
Bill can screen-share and fix many things remotely — a flat $49, free for Support Plan members.

© 2026 Bill's Home Tech, LLC · 30+ years of tech experience · Serving Portage County since 2025 · Fully Insured



A Note From Bill
A quick note from Bill.

I write these guides to make home tech a little less frustrating, and I do my best to keep every step
accurate and up to date. Still, every home, device, and setup is a bit different, so I can't promise a guide
will match yours exactly or fix your particular problem. These guides are for general information only —
they're not professional, legal, or financial advice, and they don't replace your device's own manual or

the manufacturer's instructions. Please go slow, use your own good judgment, and use everything here
at your own risk. If a step involves electrical wiring, a gas appliance, a water heater, plumbing, or

climbing a ladder — or if anything just doesn't feel safe — please stop and call a licensed professional
(or give me a call at 330-200-8042). Bill's Home Tech and Bill Davis can't be responsible for any

damage, data loss, or injury that comes from using these guides. Thanks for reading, and stay safe out
there.

— Bill

Book a visit —
billshometech.com/book

Use of these guides is subject to our Terms of Use (billshometech.com/terms-of-use).

(330) 200-8042  ·  BillsHomeTech.com
Bill@BillsHomeTech.com  ·  Mon–Sat 9:00 AM – 7:30 PM

For general information only — not professional advice. Use at your own risk. For electrical,
gas, water, or ladder work, please call a licensed professional. — Bill's Home Tech
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