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J-T Lock That .Pdf!

A BDN Firm guide on how to lock an Adobe Standard File

1. Go to “File” on the menu bar and select “Properties...”

i Untitled - Adobe Acrobat Standard

G=N Edit ‘iews Document Comments Forms Tools  Adwanced

U Open... Cerl+O -
COrganizer 4
2 Create POE N =

.@ Combine Files, .. i

] Start Meeting. ..

[[j Save Chrl+5
Save fs... Shift+Chrl+5
ﬂ Save as Certified Document.,

1,‘;—5 Export 3

Attach to Email. ..

Close Chrl4+Hi
Propetties. .. Chrl+D
Print Setup... Shift+Cerl-+P
= Print... CErl+P

2. This will bring up a multi-tabbed window, “Document Properties”

“Security” Tab.
Document Properties le

|F0nts Initial Yiew | Custom | Advanced

Descripkion

Document Securiky

restrictions, set the Security Method to Mo Security,

Security Method: | Mo Security

Can be Opened by:  All versions of Acrobat

Document Reskrickions Surnrmary
Printing:  Allowed
Changing the Document:  Allowed
Document Assembly:  Allowed
Content Copying:  Allowed
Content Copying for Accessibility:  Allowed
Page Extraction:  Allowed
Commenting:  Allowed
Filling of form fields:  Allowed
Signing:  Allowed

Creation of Template Pages:  Allowed

The document's Security Method restricts what can be done to the document, To remove security

Ok ] [ Cancel

, select the
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3. On the “Security” Tab there is a section named “Document Security,” under

which a droi down menu should be available. Select Password Security.
Document Properties E\

Descrlptlonl Security ‘Fonts Initial View || Custom | Advanced

Document Security

The dacument's Security Method restricts what can be done to the document. To remove security
restrictions, set the Security Method to Mo Security,

Security Method: | Mo Security £¥

Mo Security
P: Sec
Certificate Security
Adobe LiveCwele Policy Server

Can be Opened by: Security

Document Restrickions Summary
Printing:  Allowed
Changing the Document:  Allowed
Document Assembly:  Allowed
Content Copying:  Allowed
Content Copying for Accessibility:  Allowed
Page Extraction:  Allowed
Commenting:  Allowed
Filling of Farm fields:  Allowed
Signing:  Allowed

Creation of Template Pages:  Allowed

4. Now, Lock That .Pdf! The next pop up box is the important one. Leave the
compatibly section as it defaults. Select “Require a password to open the
document” as seen emphasized by our red box.

Password Security - Settings fg|

Compatibility : | Acrabat 5.0 and later w |

Encryption Level: 128-bit RC4
Select Document Components to Encrypt

(%) Encrypt all document conkents

All contents of the document will be encrypted and search engines will not be able to access the

i
document's metadata,

[¥]Require a password to open the docurent

Document Open Passward: W

j," This password will be required ko open the dacument.

Pemissinn

[ reesstrict editing and prinking of the document, & password will be required in order ko change these permission settings.

Change Permissions Password:

5] (o
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5. Select a secure password to open the document and click okay. Itis very
important that you remember what this password is because once secured, it will
only open with that password.

6. Reenter the password in the popup window and click okay.
Adobe Acrobat - Confirm Document Open Password E

Please confirm the Document Open Password, Be sure ko make a noke of
! the password. It will be required to open the document.,
L

Document Open Password: |********

[ 04 ] [ Cancel ]

In some cases the following message will appear, click okay.
Adobe Acrobat

Security settings will nat be applied ko the document until you save the
! document, You will be able ko continue to change security settings until wou
close the document.

[Joo not show this message again;

7. At this point you will be brought back to the original “Document Properties”
window. Click okay.

8. Save the document, and close.
9. Verify it! This is the most important step. Verify that the document is locked.
When you try and reopen the document it should prompt you to enter the

password. If not, try repeating the steps. If you are still having difficulties do not
be afraid to contact Alison.

Thanks for helping to keep your information secure!
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