Medline’s Corporate Document Control
Quick Guide to the pdf. Setup Process

Section Four

Securing the document for applying the digital signature only.
See attachment

¢ Not securing a document allows anyone with “Writer” formatting to be
able to change information on the document.
¢ You need to be aware to whom you are sending the document to and if
you trust them to add changes to the document rather than printing them
out for hand written changes.
o REMINDER: only individuals with “Writer can alter a pdf.
document
e If the document has been secured and you want to continue to send the
document using the electronic process.
o If changes will need to be applied - an attachment of the requested
changes can be added if the document that will be passed on
electronically

e Chose the secure icon or see the document toolbar and chose security/show
security settings

e  When choosing “Secure this document” see the attached pages for details
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4. With the PDF document open,
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Document.

2. Choose Password Security from the
Security Method menu.

3. From the Compatiblity menu,
choose the earliest version of
Acrobat that you want to be able to
open this document.

4, Select the check box under
Permissions, and then type a
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password is not required to open
the document, but only to change
the security settings. It must be ‘
different than the Document Open  :
password, if one exists.
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Document Open Password.
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Add a document password
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