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Most often documents in Businesses are created in Microsoft Word or Excel. However, these formats do not allow for many formatting capabilities like bolding or increasing the font size. The PDF format has all of these features and more. It can be opened on any electronic device with a PDF reader, which means that your recipients could view it even if they don’t have Microsoft Word or Excel installed on their computer. PDF files are easier to handle than Word docs because they’re not trying to be all things to all people.




So you don’t have to worry about compatibility issues with graphics, photos, etc., because each file will look identical whether it’s viewed on a PC or smartphone. There are several benefits, such as converting images to pdf, and using PDF format for documentation is described here.




	Readability





Many people never view a Word doc or Excel spreadsheet in its entirety because they’re just too hard to read. Small fonts, awkward spacing between lines, and complex layout all interfere with readability. Your PDF will always be readable regardless of the device or program that’s used to view it. For this reason, a PDF is a better option for any long documents, such as contracts and purchase orders.




	Security





MS Word docs are notorious for having security issues. Some viruses corrupt Word files so badly that you have to get a new computer if one lands on yours. A PDF file will never have this problem since it’s not trying to do anything except help you present information clearly and cleanly. When you want to have security on your documents, PDF formats are the best as you can easily apply encryption. If a person wants to share the file, then security at PDF will play a major role. In this way, users will not face any issues related to copying data and other important information.




	Compatibility





You can view PDF files on any device, whether a smartphone, tablet, or desktop computer. If your recipient doesn’t have Microsoft Word on their computer, you can send the PDF file, and they’ll still be able to view it. No more worries about image or graphics compatibility because a PDF format provides a universal way to communicate with your recipients. Your document will look the same no matter who is viewing it. And since you can use highlighting and other formatting capabilities in a PDF, you’ll never have to worry about compatibility issues with formatting either.




	Reduced Costs





If you are using Microsoft Office, you are paying for the privilege of using those programs. The PDF format will not cost you anything. When you send a document as a PDF, your recipient won’t need to invest anything to read and edit the file. The PDF format is also easier and faster than the other options and will save you time and money if your recipients don’t have Word or Excel on their computers.




With all these benefits, it’s clear that PDF format should be considered as an option when creating business documents.
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          Ivy Skye Marshall: Ivy, a social justice reporter, covers human rights issues, social movements, and stories of community resilience.        
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