If you decide to post a document in your online class and DO NOT want the
students to be able to print it, please follow these simple steps:

e Convert your document to .pdf using Adobe Acrobat Professional
e Make your .pdf syllabus non-printable

Converting your document to .pdf format

In Microsoft Word click
“File” from the toolbar and
then “Print.”
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Select “Adobe PDF” as
your printer and then click
OK.
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Make your .pdf document non-printable
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In the “Document
Properties” dialog box
select the “Security” tab.

Click the “Security
Method” drop down box
and select “Password
Security.”
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Document Properties

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.

Security Method: |4}

Can be Opened by:  All versions of Acrobat

Automatic saving of changes has been disabled for this document because the security settings have been
modified. You must save the document in order to re-enable automatic saving of changes.

Document Restrictions Summary

Printing:  Allowed

Changing the Document:  Allowed

Document Assembly:  Allowed

Content Copying or Extraction:  Allowed
Content Extraction for Accessibility:  Allowed
Commenting: Allowed

Filing of form fields:  Allowed

Signing:  Allowed

Creation of Template Pages:  Allowed
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In the “Password
Security” dialog box
place a checkmark next
to “Use a password to
restrict printing...

Enter a password you
will remember and then
click OK

Compatibility: |Acrobat 5.0 and later -

Encryption Level: High (128-bit RC4)
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(=) Encrypt all document contents

j; Al contents of the document will be encrypted and search engines will not be able to access the
* document's metadatz.

[ Require 2 password to open the document
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j/ ‘When set, this password is required to open the document.

Document Open Password:

Permissions

Use a password to restrict printing and editing of the document and its security settings

Permissions Password:

Printing Allowed: |NUFIE w ‘

Changes Allowed: |None w ‘

[]Enable copying of text, images, and other content

Enable text access for screen reader devices for the visually impaired

If you see another dialog
box like the one shown
here just click OK.

You’re done®
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All Adobe products enforce the restrictions set by the Permissions Password.,
Howewer, not all third-party products fully support and respect these settings.
Redpients using such third-party products might be able to bypass some of the
restrictions you have set.
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