Modifying and Personalizing Case PDFs
For Windows Users
Although cases are downloadable only as .pdf files, the files are not locked and can easily be converted
to Word documents that can be modified and personalized for specific teaching objectives. Here’s how:

1. Download the .pdf version of the case using the “Download Case” button at the top right.

2. When the .pdf file opens, use your mouse to select the text you wish to copy (don’t worry about
the images just yet). Once selected, the text will display with a blue highlight.

3. Once the text is highlighted, right click anywhere in the highlighted area and select “Copy” (or
simply press Ctrl+C).
4. Open a new Word document.
5. When the Word document is open and you are on the blank page, right click and select “Paste”
(or simply press Ctrl+V) and the selected text will appear in the Word document. Note:
depending on your default settings in Word, the text may appear oddly formatted. You may
wish to clear the formatting altogether in order to make the task of editing simpler. To clear the
formatting (in Word 2007), highlight the entire section (or simply press Ctrl+A) and press the
eraser button on the Home tab of the Word ribbon.

Word 2003 users can clear formatting by selecting the text as above, then in the Styles and
Formatting task pane, click
and “Clear Formatting” from the right‐hand menu. After you
have cleared the formatting, Word will restore the document to your default normal template
(Normal.doc). You can then reformat the text however you wish.
6. Copying images follows much the same process. To copy an image (photos, graphs, maps, etc.)
from the downloaded .pdf case file, click on the image to select it. As with text, once selected,
the image will display with a blue highlight. Right click anywhere in the highlighted area and
select “Copy” (or simply press Ctrl+C).

Return to the Word document, move your cursor to the place in the document you want the
image to appear, right click, and select “Paste” (or simply press Ctrl+V) and the image will
appear at the selected location in the Word document.

