
Password protecting a PDF file: 

 

  

1.  Be sure to have your PDF File open in Adobe Acrobat DC.   

2. Click on ‘Tools’ 

3. Then click on the ‘Protect’ icon 

4.  Click on ‘Advanced Options’ drop down menu 

5.  Click on ‘Manage Security Policies’ 



 

  

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. 

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

prompt box.  



 

  

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.  

9.  Another prompt box will appear prompting you to input the password a second time.  Input the 

same password and click ‘OK’ 



 

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

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.  

 


