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★ The one rule that prevents most trouble

Send a PDF when you want it to look the same for everyone and not be changed. Send

a Word file when the other person needs to edit it. Get that choice right and most 'why

does it look wrong' problems never happen.

Word, PDF, and knowing which to send
Word files and PDFs are the two formats you'll pass around most, and they serve

different jobs. Knowing when to use each — and how to convert between them

without wrecking the layout — saves a surprising amount of frustration.

I'm Bill, from Bill's Home Tech in Portage County. 'Why did my document look different on

their computer' is a question with a simple answer, and usually the fix is sending a PDF. Let's

sort out the whole Word-and-PDF business together.

We'll cover when to send which, how to convert Word to PDF (easy) and PDF back to Word

(trickier), and what tends to break along the way — so you're never caught out.
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The whole guide, on one page
If these stick, you'll always pick the right format.

❑ A PDF looks identical everywhere and can't be easily changed — great for sending

finished documents.

❑ A Word file can be edited — send it when the other person needs to make changes.

❑ Word to PDF is easy: File > Save As (or Export) and choose PDF.

❑ PDF to Word is possible but imperfect — the layout often shifts.

❑ Send a PDF for resumes, letters, forms, and anything you want to look just so.

❑ Keep the Word version as your editable master; share the PDF.

✔ PDF to show, Word to change

The whole decision in five words: PDF when they just need to see or print it; Word

when they need to edit it.
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What's really different about the two
Understanding the core difference makes every other decision obvious. It comes

down to editable versus fixed.

A Word document is a living, editable thing. Open it and you can change every word — which

is wonderful when that's the point, but it also means it can look different on another computer

that has different fonts or a different version of Word. The layout can shift.

A PDF is more like a printed page captured as a picture of your document. It looks exactly the

same on every computer, phone, and printer, and nobody can easily change it. That fixedness

is its superpower — and the reason it's the right choice for anything you want to arrive looking

just so.

✔ Think 'living page' vs. 'printed page'

A Word file is a living page others can rewrite and that may shift on their screen. A PDF

is a printed page — fixed, faithful, and the same for everyone.
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When to send a PDF
Most of the time you share a finished document, a PDF is the right choice. Here's

when it shines.

• A resume or cover letter — you want it to look polished and arrive exactly as you

designed it.

• A letter or statement you want read or printed, not altered.

• A filled-in form you're sending back.

• A flyer, invitation, or newsletter where the layout matters.

• Anything official where you don't want the other side editing your words.

In all these, the point is that it looks right and stays put. A PDF guarantees the recipient sees

precisely what you made, on any device, with nothing shifted or changed.

✔ Resumes should almost always be PDFs

Unless an employer specifically asks for a Word file, send your resume as a PDF. It

keeps your careful formatting intact and looks professional on their end.



WHEN TO SEND WORD BillsHomeTech.com · (330) 200-8042

Tech Made Simple — Service Made Personal Page 6 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

When to send a Word file instead
Sometimes editable is exactly what's wanted. Here's when Word is the right call.

Send the Word file when the other person genuinely needs to change the document — a

colleague adding to a letter, a family member editing a shared list, someone filling in a

template you made, or an employer who specifically asked for Word format. In those cases, a

fixed PDF would just get in their way.

The trade-off is that the layout may look slightly different on their computer, especially if they

use different fonts or an older Word. For an editable working document, that's usually fine —

the content matters more than pixel-perfect looks while it's still being worked on.

! Word files can shift on another computer

When you send a Word file, accept that spacing, fonts, or page breaks may look a little

different on the recipient's machine. If exact looks matter, send a PDF instead.
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Turning a Word document into a PDF
This direction is wonderfully easy and built right into Word. Here's the whole thing.

❑ Open your finished document in Word.

❑ Click File, then 'Save As' (or 'Export').

❑ Choose PDF as the file type.

❑ Give it a name and save it — usually to your Documents folder.

❑ Open the new PDF to confirm it looks right.

That's it — you now have a PDF that looks exactly like your Word document and will appear

the same for everyone. Your original Word file is untouched, so you keep it as your editable

master and send the PDF.

✔ Keep the Word, send the PDF

Saving as PDF doesn't replace your Word file — you end up with both. Keep the Word

version to make future edits; share the PDF.
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Turning a PDF back into Word
Going the other way — PDF back to editable Word — is possible, but be realistic:

it's rarely perfect.

Word itself can often open a PDF and convert it to an editable document: just open the PDF in

Word and it offers to convert. For a simple, text-heavy PDF this works reasonably well. But

because a PDF is really a fixed page, Word has to guess at the structure, and the result often

has shifted spacing, odd line breaks, or jumbled columns that you'll need to tidy up.

The more complex the layout — columns, tables, images — the messier the conversion. For a

plain letter, it's usually serviceable. For a designed document, you may spend more time

fixing it than retyping. Set your expectations accordingly.

! PDF-to-Word is a rough translation

Converting a PDF back to Word is like translating a poem — the words come across,

but the arrangement often doesn't. Expect to tidy up, and don't trust it for complex

layouts.
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What tends to break in conversion
Knowing what commonly goes wrong lets you check for it and fix it quickly.

• Fonts: if the other computer lacks your font, a Word file substitutes another, shifting the

look. (PDFs avoid this — they carry the look with them.)

• Spacing and page breaks: may move in a Word file on another machine, or when

converting PDF back to Word.

• Columns and tables: the most fragile in PDF-to-Word conversion, often jumbling.

• Images: can shift position or resize during conversion.

• Fancy formatting: the more elaborate, the more likely something moves.

The pattern is clear: simple documents convert cleanly; complex ones are fragile. And

converting to PDF is reliable, while converting from PDF is where most breakage happens.

✔ Always check after converting

Whichever way you convert, open the result and look it over before sending. Thirty

seconds of checking catches the shifts that would otherwise embarrass you later.
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Keep the editable version as your master
A simple habit saves endless grief: always keep the original editable file, and treat

the PDF as a snapshot.

When you make a document, keep the Word file as your master copy — it's the one you'll edit

for next time. Each time you need to share it, Save As a PDF from the current Word version.

That way you never have to convert a PDF back to Word, because you always have the real

editable source.

This matters most for documents you reuse or update — a resume, a yearly letter, a template.

Edit the Word master, re-export a fresh PDF, done. You sidestep the whole messy

PDF-to-Word problem entirely.

✔ The Word file is the original; the PDF is a print

Think of the PDF as a printout of your Word file. You keep the editable original and

'print' a new PDF whenever you need to share it.
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Two kinds of readers, two sets of needs
Which format to send depends on what the other person will do with it. Find your

situation below.

If they just need to read or print it

A letter, a resume, a flyer, a filled-in form — the recipient will look at it, print it, or file it, but not

change it.

• Send a PDF so it looks exactly as you made it.

• Convert with File > Save As > PDF — quick and reliable.

• Keep your Word file as the editable master.

• This is the right choice the great majority of the time.

If they need to edit it

A colleague adding to a letter, family editing a shared list, or an employer who specifically

asked for a Word file.

• Send the Word (.docx) file so they can change it.

• Accept that the layout may shift a little on their computer.

• If they lack Word, the free options open .docx too.

• Ask for it back and keep track of which version is newest.

★ Not sure which to send?

Tell me what the other person will do with the document and I'll tell you which format to

send. It's a small choice that prevents big headaches. Call (330) 200-8042.
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Converting without paid software
You don't need anything fancy to convert Word to PDF — it's built in almost

everywhere, free.

Word (even the free web version), Google Docs, LibreOffice, and Apple's Pages all let you

save or export a document as a PDF at no cost. On any computer, you can also 'print' a

document and choose 'Save as PDF' (Mac) or 'Microsoft Print to PDF' (Windows) as the

printer — a universal trick that turns anything printable into a PDF.

So whatever program you write in, making a PDF is free and a click or two away. There's no

need for a paid converter or — please — a sketchy upload website, which our

combine-and-shrink guide warns against.

✔ 'Print to PDF' works on anything

If you can print it, you can turn it into a PDF: choose Save as PDF (Mac) or Microsoft

Print to PDF (Windows) in the print window. A handy universal converter, built right in.
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A word on conversion websites
You'll see lots of 'Word to PDF' and 'PDF to Word' websites. For private

documents, skip them.

These sites convert by having you upload your file to their server. For a resume that's not too

sensitive, maybe; for anything with personal, financial, or medical details, that's your private

information on a stranger's computer. And your own device already does the conversion for

free.

Since Word-to-PDF is built into every program you'd write in, there's almost never a reason to

use such a site for that direction. For the trickier PDF-to-Word, Word itself can try it on your

own machine, no upload required.

! Your computer converts for free — use it

Don't upload a private document to a conversion website when your own computer

does the same job, free and private. Save As PDF is right there in the menu.
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Common mistakes, and how to avoid them
A few predictable errors cause most format frustration. Here they are, with cures.

• Sending Word when a PDF was needed — the layout shifts on their end and your careful

work looks off.

• Sending a PDF when they needed to edit — now they can't change it and have to ask

for the Word file.

• Converting a complex PDF to Word and trusting the messy result without checking.

• Losing the editable master and being stuck converting a PDF back.

• Uploading private files to a conversion website.

✔ When unsure, ask the recipient

If you don't know whether someone needs to edit your document, just ask: 'Would you

like this as a PDF to read, or a Word file to change?' One question prevents a

back-and-forth.
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A special word on resumes and applications
Job documents are where the Word-versus-PDF choice matters most, so they

deserve their own note.

As a rule, send your resume and cover letter as PDFs — they'll arrive looking exactly as you

designed them, on any computer, which matters when you're trying to make a good

impression. A Word resume can land on the employer's screen with shifted spacing or

swapped fonts.

The exception: if a job posting or application system specifically asks for a Word file (some

automated systems prefer it), send Word. Always follow the employer's stated preference —

but when they don't specify, PDF is the safe, polished choice.

★ Want your resume to look its best?

Getting a resume to arrive looking sharp is often just a matter of sending the right

format. Happy to help you export and check it. Call (330) 200-8042.
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This is simpler than it seems
If Word and PDF have felt like a confusing tangle, here's the comforting truth.

The whole thing reduces to one choice — will they read it or edit it — and one easy action:

Save As PDF when you want it fixed. Converting to PDF is reliable and built in; the only tricky

direction, PDF back to Word, you can mostly avoid by keeping your editable original.

Get in the habit of keeping Word masters and sending PDFs, and the format question nearly

answers itself. The 'why does it look different' mystery disappears for good.

★ A quick lesson clears it up

Word and PDF click into place with one short explanation and a little practice. I'm glad

to walk you through it. Call (330) 200-8042.
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Questions to ask yourself
A couple of answers settle which format to use.

Q: Will the recipient read it or edit it?

Read or print: PDF. Edit: Word. That one question decides most cases.

Q: Does the exact look matter?

If yes — a resume, a flyer, a form — send a PDF so nothing shifts.

Q: Did they ask for a specific format?

Always follow a stated preference. Some systems want Word; most are happy with PDF.

Q: Do I have the editable original?

Keep your Word master so you never have to convert a PDF back. Edit the master, re-export

the PDF.

✔ Read or edit — that's the question

Almost every format decision comes down to whether the other person will read your

document or change it. Answer that and you're done.
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A few more worth answering
These come up as folks start converting.

Q: How do I turn a Word file into a PDF?

File > Save As (or Export), choose PDF, and save. Your Word original stays put, and you get

a PDF that looks the same for everyone.

Q: Can I turn a PDF back into an editable Word file?

Often, yes — open the PDF in Word and let it convert — but the layout frequently shifts,

especially with columns or tables. Expect to tidy up.

Q: Why does my Word document look different on their computer?

They may have different fonts or a different Word version, shifting the layout. Send a PDF

instead and it looks identical everywhere.

Q: Do I need to pay for a converter?

No. Every program you'd write in exports to PDF for free, and 'Print to PDF' works on anything

printable. Skip paid or upload-site converters.

★ Format giving you grief?

Call or text me at (330) 200-8042. Picking and converting formats is quick to master,

and I'll clear up whatever's confusing.
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The whole thing, recapped
Here's the Word-and-PDF question as a short routine.

❑ Decide: will they read it (PDF) or edit it (Word)?

❑ For a PDF, use File > Save As > PDF — reliable and free.

❑ Keep your Word file as the editable master.

❑ Only convert PDF back to Word if you must, and check the messy result.

❑ Avoid upload-site converters for private documents.

❑ Follow any format the recipient specifically requests.

Follow that and you'll always send the right format, keep your documents looking right, and

never puzzle over 'why does it look different' again.

✔ Masters in Word, shares in PDF

The habit that solves it all: keep your editable originals in Word, and share PDFs.

Simple, reliable, and trouble-free.
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Common Questions
The questions I hear most about Word and PDF.

Q: When should I send a PDF versus a Word file?

Send a PDF when the person will read or print it and you want it to look exactly as made —

resumes, letters, forms. Send Word when they need to edit it.

Q: How do I convert Word to PDF?

In Word, File > Save As (or Export), choose PDF, and save. It's built in, free, and keeps your

original Word file too.

Q: Why does PDF-to-Word come out messy?

Because a PDF is a fixed page; Word has to guess its structure, so spacing, columns, and

tables often shift. It's fine for simple text, rough for complex layouts.

Q: Is it safe to use an online converter?

For private documents, no — it uploads your file to a stranger. Your own computer converts to

PDF for free, so there's no need.

★ Want a hand getting it right?

Sending the right format so your documents look their best is a quick, satisfying thing

to learn. Call or text me at (330) 200-8042.
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The bottom line
Here's the heart of it in a few sentences.

Send a PDF when you want a document to look identical everywhere and stay unchanged;

send a Word file when the other person needs to edit it. Converting Word to PDF is easy, built

in, and free; converting a PDF back to Word is rough, so keep your editable Word original

instead of relying on it.

Keep masters in Word, share PDFs, follow any format the recipient asks for, and check the

result after converting. Do that and the whole Word-and-PDF business becomes simple,

reliable, and free of nasty surprises.

✔ Read or edit, PDF or Word

The entire guide in four words. Decide whether they'll read or edit, and the format —

PDF or Word — picks itself.
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One more thought on looking professional
A closing note, because format choice quietly shapes how your documents are

received.

When you send a clean PDF, it signals care: the recipient sees a polished, finished page that

opens perfectly and looks the same on their screen as yours. It's a small thing that makes

letters, resumes, and forms feel deliberate and professional.

So beyond avoiding layout headaches, choosing PDF for finished documents is a quiet

courtesy to whoever opens them. It's one of those easy habits that makes your everyday

computer work look a notch more put-together.

★ I'm here whenever you need a hand

Whether it's one document or learning the whole Word-and-PDF routine, call or text me

at (330) 200-8042. We'll keep it simple and get it looking just right.
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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 converting between Word and PDF 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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