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PRACTICAL GUIDE

How to Summarize PDFs
Using Claude

Find the main ideas. Check the details. Put what you learn to use.



MASTERING AI  |  PRACTICAL GUIDE

masteringai.ai  |  Página 2

Start with a useful question
A long report can leave you with plenty of information and little clarity. Use Claude to find the main

ideas, explore difficult passages, and prepare a summary you can check against the original.

What you will accomplish

Create a short, focused summary with source references, then turn the verified points into notes for

work or study.

Before you begin

Have a Claude account and a PDF ready. For your first attempt, choose a short report or article you are

allowed to upload. Decide what you need from it: an overview, findings for a meeting, or explanations for

study.

Try this scenario: You have a report to read before a team meeting. You want its main findings,

supporting evidence, and questions worth raising.

A summary helps you decide where to focus your reading. Keep the original open so you can check the

details that matter.

01 / Upload and set the scope
Open a new chat at claude.ai. Click the + beside the message box, choose Add files or photos, and

select your PDF. You can also drag the file into the chat.

Wait for the attachment to appear. Tell Claude which document or section to use and what you want to

understand.

Use only the attached report. I am preparing for a team meeting. First, identify the document title

and list its main sections. Tell me if any content appears unreadable or incomplete.

Check that you are working with the right material

Compare the title and section list with your PDF. If they do not match, correct the scope before asking

for a summary. Claude saying it can read the file is not proof that every detail was captured.

Charts and diagrams: Claude can analyze text and visuals in PDFs of up to 100 pages. For PDFs

of 101-1,000 pages, it processes text only. If visuals matter, upload a shorter section containing the

relevant pages.

Upload and conversation limits can change. Use the official file-upload guidance linked at the end for

current limits.
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02 / Ask for a focused summary
Give the summary a purpose, an audience, and a manageable length. Ask Claude to separate what the

document states from what it infers.

Summarize this report for a colleague who has not read it. Give me five key findings in plain

English. For each, include a short explanation and the PDF viewer page number where I can

check it. Then list important limitations and unanswered questions. Use only the report. Label any

inference and do not invent missing details.

Adapt the result to your needs

For studying: Ask for the main concepts, simple explanations, and three questions to test your

understanding.

For a meeting: Ask for the findings most relevant to your agenda and questions the report leaves open.

For research: Ask for the research question, method, findings, and limitations, keeping conclusions

separate from speculation.

Ask for PDF viewer page numbers, which may differ from the page numbers printed inside the

document. Treat every reference as something to verify.

03 / Check the important details
Read the summary beside the original. Start with the claims you plan to repeat or act on.

Use this short checking routine

1. Open each referenced page. Does it support the claim?

2. Check names, dates, figures, units, and comparisons.

3. Look for conditions or exceptions the summary left out.

4. Separate the author's conclusions from Claude's interpretation.

For the second finding, point me to the supporting passage and its PDF viewer page number.

Explain any conditions or caveats around that passage. If the report does not support the finding,

correct the summary.

Verify the passage yourself. Asking Claude to check its own answer can help you investigate, but it

does not replace checking the source.

If a reference is wrong or a claim is unsupported, remove it or revise it before using the summary.

Keep unresolved questions visible instead of filling the gaps.
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04 / Turn the summary into action
Once you have checked the key points, shape them into something you can use.

Using the findings we have checked, create a one-page meeting brief with: key findings, questions

to discuss, and possible next steps. Separate actions explicitly recommended in the report from

your suggestions. Do not invent owners or deadlines.

If the result is not useful yet

Too generic? Name the decision or question you need help with. Too long? Set a shorter length and ask

for the three most relevant points. Missing a table or image? Try a shorter PDF excerpt and compare the

answer with the visual. File will not process? Try a smaller section and consult the current upload

guidance.

Keep learning at masteringai.ai. Choose another practical task and build confidence through use.

Interface and file-handling guidance: Claude Help Center, Upload files to Claude. Checked September

22, 2026. Product details can change.

Your finished result: a concise summary you understand, source references you
have checked, and a clear next step.

References and currency
Official upload guidance
https://support.claude.com/en/articles/8241126-upload-files-to-claude

KEEP LEARNING

Make AI Work for You
Find more practical guides, books, articles, and resources at masteringai.ai.

https://support.claude.com/en/articles/8241126-upload-files-to-claude

