
Quickly Create a PDF File from Any
Document or Web Page

When you want to create a PDF file from one
of your documents, how can you go about it?
One simple option is to save it in PDF format
from a Microsoft Office program, but that
only works for documents that were created
in Office.

For all other situations, there’s a neat solution: a free
program named PDFCreator which works with any program
that has a Print command. In this article, I’ll explain how to
use the quick Microsoft Office method, but I’ll also show you
how to install and use PDFCreator so that you can generate
PDF files from absolutely any document (or web page) you
can print.
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This article shows you how to:

� Save a Microsoft Word document as a PDF

� Install the free PDFCreator program on your PC

� Use PDFCreator to turn any document into a PDF9
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Why Would I Want to Create a PDF?
You’ve probably noticed that most of the documents you
download from websites are PDF files. A prime example is
if you go in search of a user manual for some product you
own: it’s almost certain to be a PDF.

There are two main reasons for this:

•     First, anyone can open PDF documents. It’s a universal
format with software available for any computer, tablet
or smartphone. On a PC, most web browsers can open
PDF files, or there are programs like Adobe Acrobat
Reader (get.adobe.com/reader) available for free. (The
program I’ll introduce you to a little later, PDFCreator,
offers its own optional PDF reader program named PDF
Architect.)

•     Second, a PDF document is guaranteed to look identical
on any device you use to read it. Unlike a Microsoft
Word document, for instance, it doesn’t depend on
which fonts you have installed, what make of printer
you have, the size of your screen, and so on. That allows
someone to design a document (such as one of those
user manuals) and be sure that its appearance and
layout will be the same for everyone using it.

That helps to explain why other people create PDFs, but why
would you create one yourself? Here are a few reasons: 

•     You want to send someone a document you’ve creat-
ed, but you’re not sure they’ll be able to open it perhaps

Most down-
loadable
documents 
are PDFs

A popular,
universal type of
file

Looks identical
on any screen

Why create one
yourself?

Easy, reliable
sharing

There’s one extra reason why the PDF format is so
popular, and that’s that it can’t be edited – or at least,
not without leaving a trace. For that reason, PDF files
are the only type of electronic document admissible as
evidence in a court of law.
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No layout or
font problems

Editing is
impossible

The file size is
usually reduced

Keep web pages
for reference

they don’t have the same program as you? They’ll certainly
have ways to open a PDF.

•     You want to send someone a document and be certain
they’ll see it exactly as you designed it, with no chance
of pictures shifting position or your fancy fonts being
exchanged for plainer ones. Creating a PDF version of
your document is the solution.

•     You want to send someone a document and be sure they
won’t be able to edit it, either purposely to misrepresent
what you’re saying, or by accident. With a PDF, the most
they can do is add their own annotations and comments
– they can’t delete or replace what’s already there.

•     You’ve created a document in Microsoft Word or
something similar, but it contains a lot of pictures and
graphics, and as a result it’s a huge file. Save it as a PDF
and send that instead – it’ll be far smaller.

•     You’ve found a web page you’d like to keep for
reference (and perhaps add your own notes to). Easy –
save it as a PDF!

As you might have noticed, that last suggestion is the
odd one out – the main use of PDFs is for sharing
documents with others rather than keeping them for
yourself – but it’s one that’s well worth remembering
because it’s by far the neatest way of keeping an entire
web page for reference. Yes you could print it on paper,
but that’s probably not where you want it; or you could
try to take a screenshot of it, but you’ll only be able to
capture a screen-sized area of the page, which isn’t
much use if it’s a very long one! A PDF will give you a
copy of the whole page in a file you can open whenever
you like, and in a format that allows you to highlight
useful passages or insert your own comments.
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Easily Create a PDF from a Microsoft 
Office Document
Let’s start with the very simple way to create a PDF I
mentioned on the first page of this article: in a Microsoft
Office program such as Word.

The obvious drawback to this method is that it’s only
available if you’re starting with an Office file – an Excel
spreadsheet or a Word document, for instance. If you are,
though, it’s quick and easy:

1.  Start by opening the Office document you want to
turn into a PDF – the Word document, Excel spread-
sheet, PowerPoint presentation, or whatever it may be.

2.  With the document open in front of you, press the
key on your keyboard. This is a quick way to

open the Save As dialog.
3.  In the folder list that occupies most of the dialog,

navigate to the folder in which you want to save the
PDF.

4.  In the File name box , type whatever name you’d
like to give the PDF.

5.  Open the Save as type box and choose PDF.
6.  You’d probably like to keep the tick beside Open file

after publishing : if you do, your PDF will be
opened straight after it’s been created so that you can
check everything turned out as intended. (If you
prefer to remove this tick, I definitely suggest taking
a look at the PDF before sending it to anyone.)

7.  Finally, click the Save button . Within a few sec-
onds at most, your PDF will be saved and – if the
Open file after publishing box was ticked – it will be
opened in your PDF-viewing program. You can now
close your Office document (or the program itself).

1

2

3

4

F12

:
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PDFCreator will
handle it for
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A PDF from any
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Incidentally, your original document isn’t changed at all by
this process. It’s still safe and sound wherever you’d
previously saved it, and the only change is that you’ve now
gained a PDF version of it in the folder you chose in step 3.

How to Install the Free PDFCreator
What if the document you need to convert to PDF isn’t an
Office document? It might be a document you’ve created
using some other program, or an email message, or a web
page you want to keep. In all these cases, you’ll need a
different solution.

That solution is a program named PDFCreator. It’s not the
only program of its type – far from it – but it’s the one I
recommend by virtue of being free, reliable and easy to use
(as well as offering a few advanced features if you ever need
them).

PDFCreator allows you to create a PDF from almost any
program – a word processor, a web browser, a photo editor,
a spreadsheet program, you name it. As long as the program
in question has a ‘Print’ command, PDFCreator can generate
a PDF from it.

The reason for this is that PDFCreator is a kind of ‘virtual
printer’ which is used in much the same way as the real
printer sitting on your desk. However, rather than printing
something on paper, the PDFCreator printer turns it into a

1
2

3

4
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Install
PDFCreator

Download the
Free version

Run the 
setup program

PDF file, letting you choose where to save the file and what
to name it.

I’ll start by showing you how to download and install it,
and then run through the steps for using it. If you’d like to
install PDFCreator, here’s what to do:

1.  Start your favourite web browser, type the address
below into its address box and press Enter:
www.pdfforge.org/pdfcreator

2.  On the red bar running across the top of the web
page, click on Download.

3.  On the next page you’ll see a choice of three
‘versions’ of PDFCreator – Free, Plus and Business.
Click the Download button for the Free version.

:

4.  Now the setup program for PDFCreator starts to
download. If you’re using Microsoft Edge or Internet
Explorer, click Run in the panel that appears at the
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Choose the
Expert settings
option

Do you need to
install a PDF
reader/editor?

    bottom of the browser window, and the installation
will start as soon as the file has finished down-
loading. In other web browsers, wait for the file to be
downloaded, then open the Downloads list (pressing

+ should do that) and run the file whose
name starts with the word ‘PDFCreator’.

5.  The first thing you’ll see as the installation starts is a
security message from User Account Control: click
Yes to allow the installation to go ahead. In the box
that appears next, asking your language, make sure
English is selected and click OK.

6.  Now you’ll see the welcome page of the ‘PDFCreator
Setup Wizard’. On this page, tick the box beside
Expert settings: this ensures you’ll see extra options
that wouldn’t otherwise be shown, giving you control
over what gets installed, and we’ll make a few
changes along the way. Having done that, click the
Next button.

7.  Click Next twice more, confirming the ‘Printer name’
and then the ‘Destination location’. That brings you
to the first thing you might want to change, pictured
in the next screenshot. Along with PDFCreator itself,
you can install something named PDF Architect, but
you may prefer not to. PDF Architect is a program
for reading, annotating and printing PDF files, made
by the same company as PDFCreator, but it may do
more than you need (and thus be more complicated
than necessary). If you already have a PDF reader
you’re happy with, I’d give this a miss: remove the
tick beside PDF
Architect 6 to
prevent it from
being installed.

Ctrl J
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8.   After choosing whether or not to install PDF
Architect by ticking or unticking the box beside it,
click Next two more times. This brings you to a page
headed ‘Select Additional Tasks’ and there’s a change
worth making here: remove the tick beside Create a
desktop shortcut: due to the way you’ll use
PDFCreator, you won’t need to start it yourself, so
you won’t need a shortcut cluttering up your desk-
top. With that done, click Next, then click Install.

9.   Now wait a few moments while the software is
installed on your PC. Once that’s been done, there’s
one more little hurdle to leap: you’ll probably be
presented with an ‘Optional offer’ like the one below.
It may not be exactly the same as mine, but it’s
unrelated to PDFCreator and you don’t want it: click
the Skip button (or any equivalent option you see
which lets you refuse the offer).

10. Now you’ll reach the final page of the setup process.
Here you’ll see a checkbox labelled Show help after
setup and my suggestion is to remove the tick beside
it. If ticked, it would show PDFCreator’s document-
ation after you close this window, but there’s no real
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No need for the
desktop shortcut

Always skip the
‘Optional offer’!

You can read 
the help file at
any time
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Turn Any Document or Web Page into a PDF
With PDFCreator installed, you can start creating PDF files
straight away. It’s almost as quick and straightforward as
printing a document on paper – just follow these steps:
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Quickly create
a PDF file

Choose Print

Select the
PDFCreator
printer

point in reading that now: if there’s anything you’re
unsure about later on, you can find that help file on
your Start menu in the ‘PDFCreator’ folder. Click the
Finish button and you’re done.

Some programs have a ‘quick print’ feature, reached by
clicking a little printer icon on their toolbar. Don’t use
this option because it will send the document straight
to your usual printer to be printed on paper – not a
disaster, but not what you’re intending to do! Be sure
to choose the Print command that causes a Print dialog
to appear, usually denoted as Print… on menus (the
ellipsis indicating that a dialog will appear rather than
printing happening immediately).

1.  Start by opening the document from which you want
to create a PDF. This could be a text document, a
spreadsheet, a web page in your browser, a picture –
absolutely anything that can be printed.

2.  Now choose the Print command in the program
you’re using. You’ll usually find this on the File menu,
and in most programs you can press the keyboard
shortcut + rather than looking around the
menus or Ribbon toolbar for the command.

Ctrl P

3.  In the Print dialog you’ll see a list of available printers
near the top. These may be shown in a box (as they

:

!
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    are in the following screenshot) or in a drop-down
list which you have to open to see the full list. At the
moment, your usual desktop printer is probably
selected: instead, select PDFCreator as the
printer to be used.

4.  Click the OK or Print button (usually found at the
bottom of the Print dialog) to accept the choice of
printer and start the printing process.

5.  A normal printer would whir into life at this point,
but since PDFCreator is creating a file, it needs a little
more information from you – in particular, where to
save the file and what to name it – so you’ll see the
dialog pictured below. To provide this information,
click the … button : a familiar Save As dialog will
appear in which you navigate to the desired folder,
type a name for your PDF file and click Save.

6.  That brings you back
to this dialog again
where (if you choose
to) you can type details
into the boxes at the
bottom: Title, Author,
Subject and Keywords.
What-ever you type is
emb-edded into your
PDF so that it can be
found by anyone who

1

2
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PDFCreator
prompts for 
file details
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2

3
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    opens the PDF (and it can also be useful in searching
through files in Windows to find this PDF)

7.  Click the Save button  and PDFCreator generates
and saves your PDF. That leads to a final, similar-
sized dialog showing the name, folder and size of
your new PDF as confirmation. If you’d like to open
the PDF for checking (never a bad idea!), you can
click the Open with button  in this dialog and
click the name of a PDF-
reader program to use to
open it; otherwise, click
the OK button  to
close this dialog and
you’ve finished. You can
also close the program
you opened in step 1 if
you no longer need to
use it.

3

4

5

Generate a PDF from Multiple Documents
PDFCreator has another trick up its sleeve which can be very
useful at times: the ability to print two or more documents
into a single PDF.

As a good example of how this can be useful, you’ve
probably encountered articles online that are split over
several web pages, forcing you to click through from page
to page: if you wanted to keep this type of article for
reference, that would normally entail printing a separate
PDF for each page, but this handy feature allows you to
combine all those pages into one multi-page PDF file.

Here’s how to create a PDF consisting of multiple documents: 

4 5
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PDFCreator 
starts listing
documents 
to include

Don’t close 
this window

Add a second
document

1.  Start as you did in steps 1 to 4 on page 9, opening
the first document (or web page) you want to include
in your PDF, opening the program’s Print dialog,
selecting the PDFCreator printer and starting the
printing process, which makes that tall PDFCreator
dialog appear. This time, however, don’t bother
supplying any information in that dialog; we do that
later. Instead, click the Merge button at the
bottom of the dialog.

2.  Now you’ll see the window below. PDFCreator has
started making a list of the documents you want to
include in your PDF, starting with the one you’ve
just ‘printed’ . Over the next few steps, as you
add more documents, this list will grow.

3.  Keep this window open as you follow the remaining
steps, but feel free to move it elsewhere on your
screen (or minimise it) if it’s in the way.

4.  Now repeat the same steps again for the next
document you want to include in your PDF: open it,

1

2

1

2

:

WA5 P238.qxp_May 2019  25/02/2019  13:21  Page 78



The Windows Advisor   May 2019 79

P 238/13PDF Files Created in a Flash 

Add more
documents if
needed

Adjust the 
order of the
documents

    choose Print, select the PDFCreator printer and click
OK or Print. This time, you won’t see anything hap-
pen, but if you have another look at that still-open
PDFCreator window, you’ll see that this document
has been added to the list below the first :3

5.  Any more documents (or web pages) to include? If
so, keep this window open and once again repeat the
same steps to open the next document and print it
using the PDFCreator printer, thus adding it to the
list. Do this as often as you like until you’ve ‘printed’
all the documents you want in your PDF.

6.  Now switch back to the PDFCreator window pictured
above, where you’ll see the list of documents to be
included. At this point, there are two things you
might want to do:

•   The documents will be ‘printed’ into your PDF in the
order they appear in the list, with the topmost
document at the beginning of the PDF and the bottom-

3

Don’t worry too much about the order in which you
open and print these documents: as I’ll explain in a
moment, you can reorder them in the list before your
final PDF is created.
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Remove any
documents you
don’t need

Merge these
documents into
one

Supply file
details and save
the PDF

    most at the end. If you’d like them in adifferent
order, just drag the documents up or down in the list
to rearrange them.

•   Perhaps you’ve changed your mind about including
one of the documents (or you added the wrong one
by mistake)? If so, move the mouse over it and you’ll
see a rubbish-bin icon appear at the far-right: click
that rubbish-bin to remove the document from the list.

7.  You’re ready to create your PDF. First, click the
Merge All button at the bottom of the window.
Within a few seconds, the list will collapse to just
one item, indicating that PDFCreator has now
combined all the listed documents into a single file
(and you’ll see a list of the ‘Merged Files’ you
included at the right of the window ).

8.  Now click the Continue button .

9.  This brings you to the tall PDFCreator dialog you
saw in step 5 on page 10 – the one that prompts for
a filename and invites you to include other inform-
ation in the file. Just as you did then, click the …
button to choose where to save the new PDF file and
what to name it, and (if you wish) fill in any other
details you’d like to include and click Save. Once
again you’ll see the final confirmation dialog in
which you can open and check your finished PDF or
simply click OK to finish.

4

5

6

4

5

6
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