PDF Password Security Procedures

1. Update the File Properties to add security features
a. File > Properties
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2. Update Security Method
a. Security > Security Method > Password Security
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Description | Security | Fonts | Initial View | Custom | Advanced|

Document Security

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

| restrictions, set the Security Method to Mo Security.
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3. Update the Password Security Settings
a. Require a password to open the document

b. Create separate passwords
i. Document Open Password

Password Security - Settings

Document Open

Require a password to open the document

Document Open Password: ---- Mot Rated

ﬂ This password will be required to cpen the docurment.

4. SAVE the file before closing to ensure the security settings are saved

5. Send secured file to wsu-registrar@wright.edu

6. Send “Open” Password in a separate email to wsu-registrar@wright.edu
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