Password protecting a PDF file:

1. Besure to have your PDF File open in Adobe Acrobat DC.
2. Click on ‘Tools’
3. Then click on the ‘Protect’ icon
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4. Click on ‘Advanced Options’ drop down menu
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5. Click on ‘Manage Security Policies’
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6. The Managing Security Policies prompt box will appear. Highlight the second line that states
‘Encrypt with Password’ then click the ‘Edit’ box at the top.

Managing Security Policies
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MName Description Last Edited
£ Encrypt with Certificate This policy will allow you to require access to a .. <not available>
£ Encrypt with Password This policy will allow you to set an open or mod... 11/18/2021 2:43:12 PM
<
Policy Details

Security Method:
MName:
Description:

Encrypted Components:

Type: Audit Document:
Modification Date: Document Expiration Date:
User Password: Owner Password:
Changes: Copying:
Printing: Accessible:

Help Apply to Document Close

7. The ‘Editing a Security Policy’ prompt box will appear. Click ‘Next’ at the bottom right of the
prompt box.

@ Save these settings as a policy

Discard these settings after applying

Policy name: |Encrypt with Password max. 50 Characters

Description:  |This policy will allow you to set an open or max. 250 Characters
modify password on a document.

Save passwords with the policy



8. The ‘Password Security — Settings’ prompt box will appear. Delete the astericks in the box named
‘Document Open Password’ and place your own password in the box. Then click ‘OK’ at the bottom
right of the prompt box.

Passwaord Security - Settings

Document Open

Require a password to open the document

Document Open Password: A _ ---- Not Rated

ﬂ This password will be required to open the document.

Permissions

["1Restrict editing and printing of the document. A password will be required in order to change these permission settings.

High Resolution
Any except extracting pages

Enable copying of text, images, and other content

Enable text access for screen reader devices for the visually impaired

Options
Compatibility: | Acrobat 7.0 and later ~| Encryption Level: 128-bit AES
@) Encrypt all document contents
(O Encrypt all document contents except metadata (Acrobat & and later compatible)

(O Encrypt only file attachments (Acrobat 7 and later compatible)

0 All contents of the document will be encrypted and search engines will not be able to access the document’s metadata.

9. Another prompt box will appear prompting you to input the password a second time. Input the
same password and click ‘OK’

Adobe Acrobat - Confirm Document Open Password x

Please confirm the Document Open Password. Be sure to make a note of the password.
l ~ It will be required to open the document.

Document Open Password; “ _

OK Cancel




10. Click the ‘Finish’ button on the bottom right of the next prompt box.

Policy Details

Name:

Description:

Encrypted Components:
Type:

Modification Date:
Document Open Password:
Permissions password:
Changes:

Printing:

Copying:

Accessible:

Cancel

Encrypt with Password

This policy will allow you to set an open or modify password on a document.
All document content

User

2021.11.30 20:09:16 -05°00°

Required

Not Required

Any except extracting pages

High Resolution

Allowed

Allowed

< Back

11. Click ‘Apply to Document’ on the next prompt box then click ‘OK’ on the next prompt box that

appears. Your file is now password protected. Note: Be sure to provide the Recipient with the

password for your file. Recommend sending the password in a separate email.

Managing Security Policies
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L7 & Encrypt with Certificate
¢ &) Encrypt with Password

Last Edited
<not available>
11/30/2021 8:11:05 PM

Description
This policy will allow you to require accessto a ...
This policy will allow you to set an open or mod...

Policy Details

Security Method:
Name:

Description:

Encrypted Components:
Type:

Modification Date:
User Password:
Changes:

Printing:

Help

Password Security

Encrypt with Password

This palicy will allow you to set an open or modify password on a document.
All document content
User

11/30/2021 8:11:05 PM
Required Owner Password: Mot Requir
Inserting, deleting, and rotating pages Copying: Allowed

High Resolution Accessible: Allowed

Apply to Document

Close




