How to use: Microsoft’s “Password
Protect” Functionality to Secure PDF’s.

When in Word, you can use Microsoft’s ‘password protect’ functionality to secure a PDF. You insert a
PDF as an object in a word document and then password protects the Word document. This is
beneficial for users who do not have the full paid for version of Acrobat Pro.

Start by opening up a new document in Microsoft Word.
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Next, locate and click the insert tab
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Select the tab “Create from File” and then choose browse.
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Next, select the desired PDF on your computer and click open.

-~

Object

W] Browse

Organize * Mew folder

7] = |

x

(D[ Lbrais + Docmens + <4y | SeomhDoaumenis 5|

=- 1 @

Microsoft Word

‘i.':r Favorites

Ml Desktop
g Downloads
“El Recent Places

. Libraries
@ Decuments

.h Music

[ Pictures

i Videos

1M Computer
£, Local Disk (C)

T Documen’[s ||brary Arrange by:  Folder =
Includes: 2 locations
Mame Date me
=] LU Statement of puUrpose.doc LiLayeu,
Daily Work Summary.docx 1/8/201.

i Mew scenario building.vsd 12/17/2

[ Password Protecting Docurnents FAQ word.docx lE_a'S_a'EUZH
4] test.docx 12/5/20
E Password Protecting Documents FAQ. pdf 12741200
Password Protecting Documents FAQ. docx 1274120
Test Document.xlsx 12/3/20

| | inGen FL Dinklage.docx 12/3/20
Student Accounts.ppbe 12,3720
T TimeMobilityPollResults[1].pdf 11/28/2
L1 ERSF Ahact fut 110807

m ol 3
File name: = |All Files () -|

Tools - I Open

| | cance |




Once you have selected your PDF, check the “Display as icon” box and then click
OK.
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The PDF is now inserted into the Word document similar to an attachment on an

email. At this point the document should be named appropriately and saved.
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Once the file is saved, we are ready to password protect the document
with the PDF inside.

First, click on the File tab;
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Next, make sure the Info tab is selected.
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Once the Info tab is selected, then click on the Protect Workbook icon to produce a drop down menu.
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In the drop down menu, select Encrypt with Password
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Upon selecting Encrypt with Password, the following dialogue box will appear that allows you to set the
password.
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Once the password is set, press OK. You will then be prompted to reenter the password. Remember only
you will know the password to the document. When sharing the password with the recipient, always
remember to send it in a separate email.
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Under Permissions, your document should now say, “A password is required to open this workbook.”
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Going forward, this document will require a password to open it and will prompt the user for it.
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