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Summary
Microsoft Word is a widely used Office software, enabling efficient writing and data organization. Easily insert various document types, like PDF, Excel, pictures, with the right tools for optimal results.
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 I. Knowledge popularization of PDF files



 

 PDF (The abbreviation of Portable Document Format, which means “Portable Document Format”), was originally a file format developed by Adobe Systems and used for file exchange in a manner independent of applications, operating systems, and hardware. PDF files have now become the international standard for exchanging documents and information, so anyone can open the document from any application and print it from any computer. Creating documents in PDF format guarantees precise color and accurate printing. Today, more and more e-books, product descriptions, company announcements, web materials and e-mails use the PDF format.


 To give you a better understanding of PDF, here are some pros and cons of the file.



advantage:	The popularity of the format is high. You can directly open PDF files on any device with any operating system.
	PDF supports multiple image compression algorithms, so it will not take up too much memory space on the hard disk.
	 Users can customize security settings, such as encryption to protect files, prohibit printing or editing.
	 Support vector graphics, zoom in and out without affecting the clarity.


shortcoming:
	Editing PDF content requires the installation of paid PDF editing software.
	 It will be troublesome to modify and edit the text of the scanned PDF.







 In addition to the commonly used PDF, Word documents are also another document format commonly used in people’s work and life. Many times, we will need to convert PDF to Word format. Both PDF and Word files can encapsulate various types of data, including text, images, audio, and graphics. PDF files are primarily used for transmission, as it displays the document exactly as it will appear on the printer; while Microsoft Word is primarily used for creating and editing written documents. Sometimes it is necessary to insert a PDF file into a Word document in order to integrate multiple data files. Below are several ways to insert PDFs into Microsoft Word documents on Windows and Mac.




 II. How to insert PDF into Word document on Windows



 To insert a PDF in Microsoft Word, you can insert it through the tool in its menu bar, or you can insert it with the help of other tools. There are many ways to insert a PDF, and the various insertion methods are listed below.


 Method 1: Copy PDF to Word



 If you only need to insert a small amount of text from the PDF into the Word document, you can choose to directly copy and paste the text. However, if your PDF document has many pages, the quickest way is to convert the PDF to Word format and then insert it.


 Why convert PDF to Word? The reasons are:	The content of the PDF becomes editable. After converting PDF to Word, you can modify, increase or decrease the content in the PDF file at will, and the replacement of pictures becomes easy. Importantly, you don’t need to buy an expensive PDF editor to get it done.
	Multi-page PDF documents can be easily inserted into Word. If you don’t convert the PDF, you can only insert the single-page PDF into the Word document one by one as pictures, and it cannot be edited, modified and searched.





 For PDF to Word conversion, the actual operation steps are not difficult. After the PDF conversion is complete, the Word document will still retain the same layout, formatting and image quality as the original PDF. To convert PDF to Word, it is recommended to useRenee PDF Aide software. The software is easy to operate, has high conversion efficiency, and supports batch conversion of PDF files, which can quickly improve your work efficiency.


 









Hot Topic - ADsRenee PDF Aide - Powerful PDF Editing Tool 
Easy to use  Friendly to computer beginners
Multifunctional  Encrypt/decrypt/split/merge/add watermark
Safe  Protect PDF with AES256 algorithms
Quick  Edit/convert dozens of PDF files in batch
Compatible  Convert PDF to Excel/PowerPoint/Text, etc.
Easy  Use with simple steps
Functional  Encrypt/decrypt/split/merge/watermark
Safe  Protect PDF with AES256 algorithms
Free TrialFree TrialNow 800 people have obtained the free version!


 





The specific operation steps are as follows:



 ① After installing Renee PDF Aide , open it.


 ② Select “Convert PDF”.


 


 ③ Click “Word”, and then set the save location of the converted document.


 


 ④ Click the “Add File” button to add the PDF file to be converted. After the file is successfully added, the information of the file to be converted will be displayed in the conversion list, click “Select Page” to set the page for file conversion.


 


 ⑤ After the setting is complete, click the “Convert” button to convert. When the prompt conversion is over, the software will display the total number of converted files and the number of successfully converted files. At this time, the PDF file has been successfully converted into a Word file.


 After converting to a Word file, you can select the content to be inserted and paste it into the target Word document.


 Method 2: Insert PDF content as an image in Word



 If the PDF is chart data, you can also choose to convert it to an image format and then insert it into a Word document. To convert PDF to image, Renee PDF Aide can also help you to complete the operation. After being converted into a picture, it can be directly inserted into a Word document.


The specific operation steps are as follows:



 ① Open Renee PDF Aide and select “Convert PDF”.


 


 ② Click “Image” on the top bar, and then click “Options”. In the Images option box, you can set the image format (JPG/PNG/BMP/GIF/TIFF), and click “OK” after setting.


 Note: If you want to extract the JPG images in the PDF document, check the option “Extract all images from the PDF file”.


 


 ③ Set the save location of the JPG file, click “Convert” to convert successfully.


 ④ Go to your Word document, and click the “Insert” tab from the menu bar. Select “Picture” to open the “Insert Picture” dialog box, then locate the converted JPG file.


 


 ⑤ Click “Insert” to insert the picture into the Word document.


 Method Three: Insert PDF into Word Document as Embedded Object



 In addition to the above two insertion methods, you can also choose to insert the PDF into the Word document as an embedded object. It should be noted that after this method is inserted, if the original PDF is modified in the future, it will not be reflected in the Word document.


The specific operation steps are as follows:



 ① Open the Word document to be inserted into the PDF.


 ② Click the “Insert” tab in the upper menu bar, and click “Object”.


 


 ③ In the dialog box that appears, select the “Create from file” tab. Then click “Browse” and locate the PDF file you want to insert.


 


 ④ Finally, click “OK” to embed the PDF file into the Word document. When it’s done, it appears on the selected page of the Word document.


tipsThe above insertion method may not be successful, you may encounter these two situations: the PDF icon is inserted or only a single page content is imported. The first case is due to your Word not being able to decode PDF files at all. In the second case, it may be affected by your Word version, and the complete PDF file cannot be displayed, only a single page is displayed.




 Method 4: Insert PDF into Word as a Link Object



 If you insert a PDF file as a link object, it will only be displayed as an icon in Word, and when you click it, you can link to the PDF file. When using this method, any changes to the PDF source file will be reflected in the Word document.


The specific operation steps are as follows:



 ① Open the Word document to be inserted into the PDF, select the “Insert” tab, and then click “Object”.


 


 ② Select “Create from File” > “Browse” and find the PDF file.


 


 ③ Please check “Link to file” to insert the content of the PDF file into Word and create a shortcut to the source file; check “Display as icon” to insert an icon representing the PDF file instead of a preview.


 


 ④ Finally, click “OK” to insert the PDF into the Word document.


 Method 5: Insert text from PDF into Word



 If you just need to insert the text in PDF into Word, then you can do it directly in the Word document. Please note that if you choose this method, some graphics and text formats in the PDF document will not exist, and the display effect will be different from the original PDF. If there are a lot of graphics and charts in the PDF file, it is not recommended that you use this method.


The specific operation steps are as follows:



 ① Open the Word document to be inserted into the PDF, and click the “Insert” tab.


 ② Click the drop-down arrow next to “Object” and select “Text in File”.


 


 ③ Then find the PDF file you want to insert, and click “Insert”. If prompted, click OK. After completing the above operations, Word will convert the PDF to text and display it in the document.


 Method Six: Insert PDF into Word Using Google Docs



 Finally, you can also try to save the PDF file as Word through Google Drive, and then insert it into the target Word document. You should note that this method may not help you get the same text format as the original PDF file. Also, inserts can be slow due to file size constraints.


The specific operation steps are as follows:



 ① Log in to your Google Drive account, then click “New” > “Upload File” and select a PDF file.


 


 ② After uploading the PDF to Google Drive, right-click it, select “Open With” > “Google Docs”.


 


 ③ At this point, the file has been converted into an editable document, and you can edit it according to your needs. Then, click “File” > “Download” > “Microsoft Word (.docx)” to save it to your computer. Finally, you can select the content you want to insert and paste it into the target Word document.


 

 III. How to insert PDF into Word document on Mac



 If you are using the Mac version of Office software, you can check the two insertion methods described below.


 Method 1: Insert PDF directly in Word



 If you’re inserting a PDF into Word on a Mac computer, the operation is similar to the operation on Windows, but the button names are slightly different.


The specific operation steps are as follows:



 ① Open your Word document in the Mac version of Office.


 ② Click “Insert” and select “Object”.


 


 ③ In the dialog box that opens, click “From File…” and select the PDF file. The nice thing about Word for Mac is that it allows you to pick and choose which pages to insert from a multi-page PDF document. After viewing each page in the preview window, select the page you want to insert and click Insert.



Note: Once you insert a PDF into Word, you will not be able to edit it. It is inserted as a picture, you can resize or move the picture, but you cannot edit the content.





 Method Two: Use Preview to Insert PDF Text into Word



 If you just want to insert text from a PDF document, you can try using the Mac’s built-in “Preview” tool.


The specific operation steps are as follows:



 ① In “Preview” on Mac, open the PDF document you want to insert.


 ② If the Markup toolbar is not displayed, click the Show Markup Toolbar button .


 


 Then do any of the following:	Copy text: Click the “Text Selection” button , select the text to be copied, and click “Edit” > “Copy”.
	Copy a section of text vertically: Click the Text Selection button , hold down the Option key while selecting the text, then click Edit > Copy. (This is very useful and convenient for copying a column in a table.)
	Copy part of a page as a graphic image: Click the Rectangular Selection button , select a part of the page, and click Edit > Copy.








 IV. Troubleshooting of common problems



 Some users may encounter various problems when inserting PDF, so the following will list several common problems and corresponding solutions.
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  1. If the PDF file to be added is a scanned copy, how to convert it into a text format? 


 There can be many sources of PDF content, and it may be a scanned copy, which is equivalent to a picture when it is inserted into Word. To convert scanned PDFs into editable Word or TXT formats, in addition to manual input, you can also quickly convert them through Renee PDF Aide.


 You just need to open the software, click “PDF Convert”, and then check “Enable OCR” > “A: Recognize text in images or scanned PDFs”. Finally, select the file format to be converted (such as Word), and click “Convert”.




  2. How to repair PDF files that cannot be opened normally? 


 If you find that the file cannot be added or opened normally when you insert a PDF file, it may be that the PDF file is damaged. In this case, you can try to repair it with Renee PDF Aide.


 Please click “PDF Toolset” > “Repair” to add PDF files for quick repair.


 The software provides two repair modes:


 ● Mode 1: Provide high-efficiency damage repair, suitable for customers who require fast repair.


 ● Mode 2: Repair files more accurately and deeply, and the repair time will be longer.


 



  3. I forgot the encryption password of the PDF file, how to quickly decrypt it? 


 To protect confidential documents, PDF files are usually encrypted. But the bad situation is that sometimes the password is forgotten, and it can only be cracked with the help of professional decryption software, such as Renee PDF Aide.


 Please click “PDF Toolset” > “Encryption & Decryption” to add PDF files. Then click “Decrypt PDF File”, it is better to enter a possible password, and finally click “Convert” and wait for the PDF decryption to end.


 



  4. In addition to converting PDF to Word files, can it also be converted to Excel or Text? 


 In addition to converting PDF to Word documents, Renee PDF Aide can also convert to Excel / PPT / EPUB / TXT / HTML / JPG / PNG / TIFF and other formats. The operation steps are basically the same, and it supports batch conversion of PDF files.


 



  5. How to merge multiple PDF files? 


 Sometimes you need to insert more than one PDF file, but you can merge them into one, and finally convert them to Word format, which can save a lot of time. The operation of merging multiple PDF files is also very simple, you only need to click “PDF Toolset” > “Merge” to add the PDF files to be merged. When merging, you can specify which pages to merge. Click the drop-down box on the right of “Pages to Merge”, click “Use Generator”, and in the pop-up window, you can set odd pages, even pages, reverse selection and manually select the required page numbers for merging. Finally, click “Convert”.
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