
HOW TO CREATE A PDF FILE: 
 
“PDF” is a universal file format that everyone’s computer can open.  After it’s converted, your 
file, such as “newsletter.dotx” or “spreadsheet.xls” will be saved as “newsletter.pdf” or 
“spreadsheet.pdf” and your original file, “newsletter.dotx” or “spreadsheet.xls,” will remain intact. 
 
You can create a pdf document with any of several PDF converters, such 
as www.primopdf.com/ or www.cutepdf.com or any of several other free programs 
available on the web (just do a web search for "free pdf converter," pick one, and follow 
the instructions). 
 
To convert your document to a PDF, you will open the document, then go to File: Print and choose the 
pdf printer, which will be something recognizable, such as “CutePDF Writer,” and follow prompts from 
there. 
 
IF YOU CANNOT OPEN A PDF FILE ON YOUR COMPUTER: 
 
Download Adobe Acrobat Reader (most computers will already have this installed, but if 
yours doesn't, get it here:  http://www.adobe.com/products/reader.html. 
 
Once the Adobe Acrobat reader is installed, all you have to do is double click on a pdf 
file, and Acrobat Reader will open it automatically.   
 
HOW TO CONVERT A PDF TO EDITABLE TEXT: 
 
Note that PDFs can also easily be converted to editable text, if desired.  Go to 
www.cnet.com and search for “convert pdf to text” to see ratings of various converters. 

 
 


