
Converting a PDF to Word document 

 

1. Click “File” on the Word ribbon 

 

 

 

 

 

 

 

2. In the sidebar that opens, click the 

“Open” button. 

 

 

 

 

 

 

 

 

 



3. On the Open page, browse to 

wherever your PDF is stored. 

 

 

 

 

 

 

 

 

 

4. Locate and select your PDF, and 

then click the “Open” button. 

 

 

 

 

 

 

 

 

 

 

 

 



5. A warning pop ups, indicating that 

your new document may lose some 

of the formatting it had as a PDF. 

Don’t worry. Your original PDF will 

remain intact. Click the “OK” button. 

 

 
 

6. Word converts the PDF and opens up 

your new Word document right 

away 

 


