Parsons Brinckerhoff UK CIT Helpsheet

PDF XChange 4
Adding Security

» Go to PDF Tools
» Select the option for Edit Page/Content Settings

Edit Page/Content Settings
= s R _
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Convert PDFto RTF/.DOC/. TXT
% Convert PDF to an extemal text format
(RTF/DOC withAwithout Images, Flain

extemal

» Click Start

FYI

Not all viewers support all
restrictions and some non-
Adobe readers may simply
allow full access to the
document irrespective of
the settings you select

» Use the Browse button to locate the required file in the Windows Explorer box that is displayed

» Click Next

Your document is displayed either showing pages or thumbnails

» Click Next

sngiepase K|
showtene ]

» Click on the Security tab

128-bit RiC4 (Acrobat 5.x and above) |_

fore

MNone

Only Document Assembly

Znly Form Field Fill-in ar Signing

Camment Authoring, Form Figld Fill-in or Signing
5eneral Editing, Comment and Form Fisld Authoring

This is the Setup section
where you can click on
any/all of the tabs on the left-
hand side of the screen and
modify the properties as
required

Decide on the route you are taking:

Eg

Use the PDF Security

Password required to open the file
Encryption level (see below — what
versions are compatible with the
level selected)

What changes are going to be
allowed?

Encryption Levels:

0-bit RC4 (Acrobat 3.x, 4.x)
128-bit RC4 (Acrobat 5. and above)
128-bit AES (Acrobat 7.0 and above)
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Digitally Sign a PDF

» Click in the Checkbox to Digitally Sign a PDF
» Click on the Sign Setup button

Digital Signature Setup

The Digital
Signature Setup
dialogue box will
be displayed

» Click on the
Create
Certificate
button (if you
don't already

_ have a digital
T signature)
Create Self-Signed Digital ID
» Fill in the

signature details
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» OK
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» Use the Placement, Appearance and Details tabs to set up the signature as required

Cugitaly sigrid by Jos Bloggs
i c=B, o=Parsors
Brnckerhoff, ousCIT,
amail=BlopgsiZptworid com
Ripgsan | e fhe author of Big
document

Location: Brstal Office UK
Daber 200507 16 10:46:58 2

Chgitaly signisd by Jos Blogos
DM c=G8, o=Parsons
Brinckerhoft, ousCIT,
amail=Bopgs)Zptmartd com
Rugsan, | am fhw aulhor of Bis
document

Locatien: Bristal Office LK
Crabe: 2008 07 18 W0046:50 2

Crgitaly 5ignid by Jos Bleggs
Ot c=38, o=Farsons
: Brinckarhoff, cu=CIT,
I am the author of this doc IJI'||r'I'|P‘ 1 ;ﬁﬁﬁmms
documet
Location: Bnstal Office LK
Crate: 200807 16 1004650 2
Bristal OFfice LK

0117 9339 759 i

Once the Setup is complete

» Click Next
P Select the required storage area and filename for the document
» Click Process

Your digital signature will be displayed where you set it (ie at gty s by Jon Blongs
the top of the first page or the bottom of the last page) Joe oemtians et
e e

B I Oq qsmmnr 16 10:3&42 Z

» Click Next to continue
» Click Cancel if you want to end the task
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