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Preview is the image viewer and PDF viewer of the macOS 
operating system. In addition to viewing and printing digital 
images and Portable Document Format (PDF) files, it can 
also edit these media types.

PDFs are Portable Document Files



Preview is like a Swiss Army Knife

Preview is only available on a Mac



What  Preview Can’t Do with a PDF in Preview

•Make a document from scratch


•Edit text or delete an image in a PDF


•OCR  Optical Character Recognition


•Create a Table of Contents


•Can’t create an interactive PDF with forms


•Can’t export it to Word




Take screenshots and import photos directly from a camera

Scan from a scanner or printer with a flatbed tray

Crop, resize, and edit images 

Combine and Annotate  PDFs

Convert images to many different formats
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Preview can…..



When you tap Help



https://macmost.com/how-to-create-a-single-pdf-from-multiple-documents-on-a-mac.html
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Set up Preview to 
be the default  

for images and pdfs 

Command-I
PDFs will now open 

 with Preview  
rather than Acrobat Reader

Get Information

Default
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Exploring Preferences in Preview (Overview) 

General Images PDF



Preferences 
in Preview 

General



Preferences in Preview
Images

“The moral of the story is that you shouldn’t get too wrapped up in how large 
an image looks in Preview. If your image is destined for the screen, focus on 
the pixel dimensions.”


Excerpt From: Josh Centers and Adam Engst. “Take Control of Preview (1.2).” Apple Books. 

“…This option is generally the 

best choice. It brings together 

all the files you open at once 

in a single window, letting you 

navigate through them in the 

sidebar”



Preferences in Preview 
PDF



Sidebar View

You don’t really need to dig 
in Preferences.


Just do this under View in 
Preview Sidebar Menu



You can’t make a Preview document from scratch


Open up an existing  file

JPG PNG TIFF PDF

Also opens Pages, Numbers, Keynote, even view a  

Photoshop document  .PSD even if you don’t have Photoshop

HEIC

and a few other formats  such as BMP, GIF, and JPEG 2000



Outside of Preview 
 Quick Look in the Finder 

Just press the spacebar or Command -Y



Rotate   Markup   Open in Preview   Share



Preview’s Customized Toolbar



• View displays the menu choices in the Sidebar


• Zoom allows you to Zoom In and Out


• Share displays options for sending the current image or PDF


• Highlight Only active in a PDF enables you to turn on annotations, choose a color and style 


• Rotate works with images and PDFs


• Markup displays the Markup toolbar


• Search  brings up a search field to find text in a PDF




Note the ToolBar



Mark Up or Annotate a PDF

Use the markup toolbar in Preview to add text and 

comments, sign documents, highlight text, and more. 

To show the markup toolbar, click the Show Markup 

Toolbar button  at the top of the window, or choose 

View > Show Markup Toolbar.



Zoom Tool

View of Markup 
Tools

Text 
Selection 

Tool Highlight Markup

Rectangular  
Selection  

Tool

Rotate

Shapes

Sketch 
 Tool

Sign

Note

Shape 
Style

Border 
 Color

Fill Color

Text StyleText

Highlight pulldown



Sharing in Preview

Images

PDF

… and People and Books



“Before you try to import from a scanner, make sure your scanner appears 
 in System Preferences > Printers & Scanners.”


Excerpt From: Josh Centers and Adam Engst. “Take Control of Preview (1.2).” Apple Books. 

The scanner must 
be connected via USB,  

not wireless

Use Preview to Scan Documents

If you do scan usually choose 300 dpi         



Some Ways to Import 

• From the Clipboard /Copy and Paste 

• Screenshot 

•A Scanner 

• From iPhone and iPad 

• From a digital camera 

From iPhone 
Must be on some wifi, bluetooth,  

same Apple ID 
File > Import Photo 

Take the Photo 
Select Use Photo



In Preview use your iPhone or iPad to Scan

File > Import from iPhone or iPad 
Scan Documents 

Take a picture 
Keep Scan and goes  

right to Preview

When scanning a document 
it isn’t editable text



You can do screenshots right in Preview

•From Selection 

•From Window 

•Entire Screen  10 second countdown

No need  to remember  Command-Shift 3, 4 or 5 

File > Take Screenshot….



Working with Images in Preview
Edit images

•Crop: Drag to select the crop area, then choose 

Tools > Crop.

•Rotate: Choose Tools > Rotate Left or Rotate 

Right.

•Adjust color: Choose Tools > Adjust Color, then 

drag a slider to make an adjustment.

•Adjust size: Choose Tools > Adjust Size, enter 

the desired dimensions, then click OK.



Preview is great for quick image adjustments.

It isn’t anywhere  
as powerful 

as image editing  
in the Photos app

• Adjust Size 
• Crop 
• Adjust Color a bit

Adjustments 
In Photos
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Copy image  
and open in  

Preview

I just dragged it 
to the Preview icon 

In the Dock



Cropping



Adjust Image 
Size
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Selecting doesn’t 
need to 

be  just a rectangle



Copy and Paste 
to the  

Clipboard 
to make a  

new document



Adjust Colors



Annotate Text



Duplicate and keep original



Using  last week’s Apple 
Watch PDF you can 
highlight important 
text… 
Just like you did in 
school when we had 
printed books.

Change the 
 highlight color  

Highlight Text in a PDF



https://support.apple.com/guide/preview/fill-out-and-sign-pdf-forms-prvw35725/mac
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https://support.apple.com/guide/preview/fill-out-and-sign-pdf-forms-prvw35725/mac

trackpad

computer camera

iPhone/ iPad



Add your signature to a PDF
1.Click the Sign button  in the markup toolbar, or choose Tools > Annotate > 

Signature.
2.Click Create Signature, then choose whether to use your trackpad, built-in camera, 

or iOS device to create a signature:
• Click Trackpad, then use your trackpad to sign your name with your finger. After 

you sign your name, press any key on the keyboard.
• Click Camera, then sign your name on white paper and hold it up to the camera. 

Your Mac will automatically scan the signature and show it in the Camera window.
• Click iPhone (or iPad or iPod touch), then sign your name on your device's screen 

when prompted. 
3.Click Done.
4.Choose your signature to add it to the document. You can move and resize it 

anywhere on the document.



Combining PDFs

https://support.apple.com/en-us/HT202945

drag and drop 
the thumbnail



Q & A
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