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HOW TO CREATE PROTECTED PDF DOCUMENTS 

 

Step 1 :  

Click “Save As” 
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Step 2 

Type the name of the file and choose Save as type → “PDF” then click the 

“Options”. Click Save. 
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Step 3 

Once click the “Options” → choose PDF Options → Encrypt the document with 

a password. Click OK. 
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Step 4 

Key in the password in the box provided (min 6 characters and maximum 32 

characters). Click OK.  
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Step 5 

To open the PDF file, key in the password created in Step 4. Click OK 

 


