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How to Remove a Password (encryption) from a PDF document

DESCRIPTION:
eOPF was upgraded to have an additional layer of security. When printing documents from the Print Request page, you
are required to enter a password. Follow the steps below to remove the password (encryption).

STEP 1: OPEN THE FOLDER

Click on the “My eOPF” tab

Click on “My eOPF Print Folder”
Select the folder sides to print
Select to print single or double sided

oow»

User Name: John Smith Help FAQ

My eOPF | My eOPF Search iy eO0PF Print Folder y eOPF Print Status

My eQPF - Print Folder :

My Profile Click the Print Single Sided or Print Double Sided button te submit 3 print request. The processed request will be available in the My eOPF Print Status
page.
A PDF file will be created with the applicable documents which can be opened in Acrobat reader and then printed.

Name: John Smith
Create SF75 Total Document Count: 75
Select Folder Side(s): [ Select All

Overseas ¥ Temporary ¥ Permanent ¥ Performance Cancellation

Employee Verify

Logout |
g Print Single Sided ' | Print Double Sided

E. Click on the “My eOPF Print Status” tab. Under the “Action” column, you should see the “View” hyperlink

o NOTE: if you do not see the “view” hyperlink, click the “refresh” button. Depending on your folder size, this
could take a few minutes.

User Name: John Smith Help FAQ Home

My eOPF | My eOPF Search | My eOPF Print Folde

My eOPF - Print Status :
!

My Profile Print requests are processed periodically in the order they were requested.
Click on the Refresh button to update the page with the latest print status informatn.
Please wait a few minutes between refreshing the page to give the print services tirfie to process your request(s).
All dates and times displayed below are based on local () server time. The current sgrver time is: 4/6/2016 12:26:52 PM

Create SF75 Click on the View link found in each row of the results table to view a successfully processed rint request.

Print requests are password protected. The password is the combination of the requestinglliser’s last name and the print job’s Request
ID number. For example if "John Smith" submits Print Request "204" then the password tcdview that PDF is "Smith204" (only the first
letter of the last name is capitalized). =

Click on the Delete link found in each row of the results table containing a LaaeestTo [ JELETE the print request.

Refresh

Logout —
Request Date

Request Id / Part Numbe w Processed Date Page Count

204 / 57 41612016 8:53:40 AM 4/6/2016 9:06:25 AM 206
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STEP 2: REMOVE ENCRYPTION

A. Enter the appropriate password to open the document.

Recent Files = View All Select a Task
ﬂ I}f‘ﬁ Create PDF from File
Password | = ‘
This pdf' is protected. Please enter a Document Open Password.

Enter Password: I Smith204

[ OK ] l Cancel

B. Click on “Tools”
C. Click on “Protection”
D. Click on “Encrypt”
E. Click on “Remove Security”
o NOTE: you must re-save the document for the encryption (password) to be removed
'E] eOPF.pdf (SECURED) - Adobe Acrobat Pro =
File Edit View Window Help *
Open ‘ ﬁj Create ~ ‘ @ = @ Click on I Customize ~ ‘ E
lr faos ‘ M ‘ — -|- 143% Tools hl\.onls Fill & Sign Comment
=
=" Content Editing
|i| » Pages
+ Interactive Objects
+ Forms
+ Action Wizard
Click on + Text Recognition
"Protection” Protection
Click on P Encrypt z
Encrypt 1 Encrypt with Certificate
2 Encrypt with Password
Manage Security Policies...
Click "Remove Security" #5 Apply Redactions

Redaction Properties
NOTE: You must re-save %

the document for the #ey search & Remove Text

security to be removed Hidden Information
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