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How to Use and Manage PDFs Efficiently
Is managing your PDF files becoming a challenge? Here're five tips on how to manage them alongside other types of files.
By Brian AbugaUpdated:Sep 30, 2023















Businesses encounter a number of challenges when it comes to the effective use of PDF documents.

In this case, following a number of standard operating procedures and other approaches can significantly enhance file management and organization by streamlining workflows and helping your business achieve its goals.

We’ll go over some issues that affect document management and how to deal with them—specifically PDF documents.

How to Manage PDF and Other Documents Efficiently

The use of PDF document format is widespread in the modern era and has so many purposes and uses that it can sometimes get overwhelming to manage all those documents in one place.

This file format is used to create many types of documents such as bills, reports, invoices, tax forms, bank statements, etc. With these many different types of documents, it can very difficult to manage them.

When working with PDF documents, it is necessary to adhere to these five standard operating procedures.

1. Create Categories and Named Folders

One of the straightforward ways of managing PDFs efficiently is by making named archives and folders and using tags for easy tracking. You can also further organize them by date or topic.

Use searchable keywords so that all relevant documents appear at once when you type them into the search bar, saving you the time and effort of having to browse through each file one by one.

2. Organize All of Your PDF Files in One Location

Despite their reliability, pdf files can still be difficult to manage as with any other file format when in bulk.

The simplest way to organize your documents is by merging them into one file using this PDF joiner online including all the sub-files for various subjects or categories.





This tool comes in handy when collecting scanned pages into a single PDF file, presenting propositions or estimates to clients, and producing monthly reports.

Merge PDF is user-friendly and it safeguards your data and private details. After merging all your files, you’ll just have to download the finished document and start using it. While using it you can sort your files and share them directly.

3. Password-Protect Your Documents

You may think that pdf files are automatically a safe and secure file format.  It may be true to some extent, but not necessarily.

You’ll need to add an extra layer of security in case your document lands on an unauthorized pair of eyes—setting a password. A user must enter the correct password in order to open the file.

4. Share Your PDF With an End-to-End Encryption Platform

When sharing files online, your device could at any time become compromised, allowing your personal data and information to be stolen.

Sending and storing sensitive information securely is made possible by using messaging platforms with end-to-end encryption to keep away any potentially prying eyes.

5. Use Cloud-Based Storage for Easy Access

There are many options for storing and sharing files on the cloud, but Google Drive, OneDrive and Dropbox are two of the most widely used options.

With these options, you can send links to files to other people via email or text message.

Sending recipients a link allows you to invite them to view or edit your files. They can access those files from any computer or mobile device with internet access after they accept your invitation.

Another benefit of using cloud-based storage is that you and your peers can easily keep track of documents without the risk of losing them. Managing links is much easier compared to handling offline files which also run the risk of being lost when you misplace or damage your device.

Manage Your PDFs

Mistakes always happen in document management—whether it’s a simple typo or something more serious.

Following the tips we’ve given above will minimize the chance of these mistakes ever happening especially when you need to send or share a crucial document.

 





Office



Share.


Reddit


WhatsApp


Twitter


Facebook


LinkedIn


Copy Link
 







Brian Abuga
	

Website

	

X (Twitter)

	

LinkedIn



Brian Abuga is a freelance tech writer, blogger, and YouTuber. He's been running this blog for a while now besides writing for MakeUseOf.Com.
Brian also does product reviews and unboxing videos on YouTube to supplement the written reviews on this blog.
When he's not writing or making videos, Brian enjoys gaming with friends or binging on the latest DC Comics graphic novels—he's an avid Batman fan.
Before falling in love with tech, Brian was an Environmentalist by profession with a Bachelor's Degree in the same.
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At Kenyan Radar, I strive to provide you with informative guides to make your gadgets and software work for you. You'll also get occasional tips from other experts from different industries.

Email Me: [email protected]










Our Picks










Why You Need a Business Plan for Your Blogging Venture
Oct 26, 2023











How to Prevent Your Phone From Overheating While Playing Games
Jan 1, 2020











How to Set Alarm and Time on the Oraimo SoundView
Sep 18, 2022

















Latest Reviews










Tecno Camon 20 Pro Review in 2024
Feb 27, 2024











Oraimo Wrap Bluetooth Speaker Long-Term Review
Jan 3, 2024











Oraimo Boom Speaker Review
Nov 9, 2023













 









© 2024 Kenyan Radar. Powered by Namecheap. 


	Home
	About
	Privacy Policy
	Affiliate Disclosure


 














Submit

Type above and press Enter to search. Press Esc to cancel. 











 

















































































































































