Guidance - creating and reading PDF files
Why would you need this guidance?

This guidance is for organisations preparing to apply to register as a charity in Northern Ireland and to help those organisations when they come to submit annual reports and accounts to the Commission.  

In order to submit your application, you will need to upload and attach your organisation’s governing document, trustee declaration and a recent bank/building society account statement.  This information must be uploaded in a Portable Document Format (PDF) as this enables the Commission to handle a large amount of information as well as ensuring that changes are not inadvertently made to documents.
This guidance provides information on, and signposts to other sources, to assist you in saving or converting your documents to PDF.

Please submit your PDF documents in black and white and 300 dots per inch (dpi). It is essential that you do not use a higher resolution as this may make the document too large to be sent or received.
Why use a PDF?

The Portable Document Format (PDF) is a useful tool when you want to share documents with others but do not want them to change the format. Using PDF retains the fonts, colours, images, or layout of your document and makes it easier to email. PDFs can also be copied to portable media, like USB flash drives, and can be used across many different types of computers, browsers and e-readers. A PDF is also useful when you want to send your documents to commercial printers. 
How do you create a PDF document?

If you have already created your document you can change it to a PDF by: 

· scanning printed material and saving it as a PDF
· converting or 'printing' a document to PDF
Scanning printed material and saving it as a PDF

If your document is in hard copy, most modern scanners can convert it to a single PDF file containing several pages; you do not have to create one PDF for each page. 
It is important to open the software on your PC before you scan the documents to ensure that you are using the correct settings.
How to create a PDF from multiple page documents. 
· Open 'settings', choose the 'document' option, not the 'photo' option.
· In the 'save' or 'file type' option choose PDF. If asked, select 'multiple page document', or 'merge' after you have scanned a number of pages of a document.
Remember to keep the scanner glass clean so that it does not copy fingerprints and smudge the document. You should reduce the size of the PDF by:

· choosing 'black and white' (rather than 'colour' or 'grayscale')

· choosing 300 dpi or the medium setting in your software's quality setting

· scanning your documents the right way round, not upside down or on the side.
The link below will take you to the Adobe site which has a step by step guide to scanning to PDF.
· Scan to PDF
If you do not have a scanner, you can access one at most local libraries or you may be able to use the facilities of a helper group.  For more information, please refer to our website.

Converting or ‘printing’ a document to PDF
Recent word processing systems for either PCs or Macs allow you to save your documents in PDF format. If you have an older version you can convert most documents to PDF by downloading free software from a variety of sites.
Click on any of the links below to go to a site and download the software by following the step by step instructions.
· PrimoPDF: download is on the left

· CutePDF:  download is on the left
Alternatively type ‘Create PDF’ into the Google search engine and choose a site.

How to open a PDF document
To open and read a PDF document you will also need a PDF reader. These are usually free to download. There are a number of PDF readers on the internet which can be accessed by following the links below:
· AdobeReader: download is on the left
· FoxitReader:  download is second on the right
Alternatively type ‘PDF Reader’ into the Google search engine and choose a site.
How to convert an Excel sheet to a PDF file

Sometimes it is useful to convert excel sheets to a PDF file so that they can be shared with others without the format being changed. The website below gives a step by step guide to converting your excel sheet to a PDF file, which will make emailing this information easier and quicker.

· Excel to PDF
Accessibility
When creating a PDF file it is important to remember that some PDFs are not available to those who use Access Technology. Below is a link to information on how to make PDFs as accessible as possible.
· Adobe PDF Access
If you use Access Technology and are unable to read PDFs please contact us to discuss an alternative.
