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Instructions to Lock Field Practicum Interns’
PDF Weekly Timesheet

The School of Social Work now requires Field Practicum Interns to complete and submit their
Weekly Timesheets digitally through TAMUC’s Laserfiche platform. Thus, Field Instructors (FI)
will receive interns’ PDF timesheet via email for their certification and signature. We highly
recommend Fl to LOCK' the interns’ PDF Weekly Timesheets after signing them. This will
guarantee fidelity of the document upon CSWE'’s audits.

Below you will find instructions and video tutorials to lock the documents in the free or enterprise
versions of Adobe. If for some reason you do not have access to Adobe you can set the
document in read only mode in Windows or Mac using the instructions below.

Please, Click on the section that applies to the software you will use for locking the Weekly
Timesheets to direct you to the corresponding instructions or tutorial.

o Free version of Adobe Reader

m Instructions

m Video tutorial

o Enterprise version of Adobe Acrobat

m Instructions

m Video tutorial

o Read Only Mode (alternative - not recommended)

m  Windows

m Mac

o Install Adobe updates

m Video tutorial

' The PDF can be set to read-only mode through the operating system’s basic tools. Though it is
an easy way to protect the PDFs — but it’s not infallible. If someone has sufficient user rights,
they could change the file’s status back to read-and-write.
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Free version: For users using free Adobe Reader

Instructions

To disable editing of the pdf document after signing it, follow the instructions given below:
1. Open the file using Adobe Reader

2. Select ‘Properties’ from the ‘File’ menu
Acrobat File Edit View E-Sign Window Help

@ Open... = Assignment 2 - Modeling Entery

me Toc¢ Reopen PDFs from last session

Open Recent Files >
3% ¢ create > /2 Ak M O @ 141%

Insert Pages >

I & Sign
Save As...
Save as Other >
Compress PDF
Export To >

e > Nt 2 — Modeling |

Close File Spri n

Close Window

The due date for the assignment 2 is 4/14/2023 (m
“Assignment 2 — Modeling Enterprise Data Wareho

3. Select ‘Security’ tab from the document properties and select ‘Password Security’ as
shown below:
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h i Y Y Baeiiieg { - oo | == 3 .
Document Properties

Description Security Fonts Initial Vienw Custom Advanced

Document Security

The document's Security Method restricts what can be done to the document. To remove security
restrictions, set the § No Security

Security Method: VAT e o] J| | Change Settings...

Can be Opened by: Certificate Security Show Details...

Adobe Experience Manager Document Security

All contents of the di M Ft Purview Inf ion P " Ba== e document’s
e icrosoft Purview Information Protection

Document Restrictions Summary
Printing: Mot Allowed
Changing the Document: Not Allowed
Document Assembly: Not Allowed
Content Copying: Not Allowed
Content Copying for Accessibility: Mot Allowed

Further click on the ‘Change Settings’ tab alongside and unselect ‘Require a password
to open the document’ option. This allows anyone to view the document without a

password

Select ‘Restrict editing and printing of the document’. Also unselect the checkbox for
enabling copying of text, image and other content. Provide a password for the document.
Click ‘OK’ and complete the process as depicted below.

@ 1 o [N M ™ ™ T - [ e | L £

Password Security - Settings

Document Open

Require a password to open the document

No password will be required te open this document.

Permissions

Restrict editing and printing of the document. A password will be required in order to change these permission settings.

Printing Allowed: Mone (=]

Changes Allowed: MNone [=]

Enable copying of text, images, and other content

Enable text access for screen reader devices for the visually impaired

Change Permissions Password: I ------ I ---- Weak

Compatibility: Acrobat X and later [=] Encryption Level: 256-bit AES
© Encrypt all document contents

Encrypt all document contents except metadata (Acrobat 6 and later compatible)

The |
Encrypt only file attachments {Acrobat 7 and later compatible)
“
ASS ! All contents of the document will be encrypted and search engines will not be able to access the document's metadata.
the | e o< |
the fonowmg conver T

Overview:

Help Cancel oK

w
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6. Re-enter the document password in the Confirm Permissions Password dialog box as
shown below and click ‘OK’

! ' Mo password will be required to open this document.

Brmissions

Restrict editing ar S C ) ) i -
2 Adobe Acrobat - Confirm Permissions Password

Please confirm the Permissions Password. Be sure to make a note of the password. You will need it to change
- these settings in the future.

Enable copying Note: If a Document Open Password is set, the Permissions Password will also open the document and bypass

the security settings.
+ Enable text ac

Permissions Password: I sseees I
Change Permissi : Cancel “ | Weak
ptions
ompatibility:  Acrobat X and later %+ | Encryption Level: 258-bit AES

Encrypt all document contents
Encrypt all document contents except metadata (Acrobat 6 and later compatible)

Encrypt only file attachments (Acrobat 7 and later compatible)

! All contents of the document will be encrypted and search engines will not be able to access the document's metadata.

7. Save the document.

8. The document is locked such that it can only be viewed and requires a password for
editing, printing, etc.

Video tutorial

Find the video tutorial for the same at:
https://www.youtube.com/watch?v=bAdKMn9WYtk&t=60s



https://www.youtube.com/watch?v=bAdKMn9WYtk&t=60s
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Enterprise version: For users using paid enterprise version Adobe
Acrobat

Instructions

1. Open afile in Acrobat and choose “Tools” > “Protect.”

Acrobat File Edit View E-Sign Window Help

® Rotate View > = dummy.pdf
ne Tools Page Navigation >
Page Display > o —
{E{G\)E(Zoom >1“ * @@@ By © [T ¥ E‘.ﬂéﬁ;f} {
Tools > | Create PDF >
) Combine Files b3
Show/Hide > i
Edit PDF >
Display Theme > Fill & Sign >
>
Read Mode f:pm_ pD: 5
rganize Pages
D| Full Screen Mode 9 9
Send for Comments >
Tracker... Comment >
Read Out Loud > SEEIGA R %
. M ooen |
Compare Files frotect Gpel

Remove Shortcut
Learn More

2. Select ‘Protect using Password’.
= dummy.pdf

dummy.pdf x

B | v BT B 2 & D

I:hﬂ Protect Using Password 0_.'_ Remove Hidden Information E(‘J Advanced Options~

Dummy PDF file
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3. Select password for editing option and set password as desired.

= dummy.pdf

Protect Using Password

Requires user to enter a password for:
O Viewing
© Editing

Type Password

Q Strong Password

Advanced Options v Apply

4. Click “Apply” and then click “Save.”

Video tutorial

Find the video tutorial for the same at:
https://www. t .com/watch?v=nS2p2WJ0l 44


https://www.youtube.com/watch?v=nS2p2WJ0L44
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Read Only Mode

Alternatively, the PDF can be set to read-only mode through the operating system’s basic
tools.

Windows

1. Right-click your PDF.
2. Select Properties.

3. Choose Read-only.
4. Click OK.

Mac

Open Preview app
1. In the Preview app on your Mac, open the PDF or image.
2. Move the pointer next to the document’s name in the title bar, click the arrow that
appears, then select or deselect the Locked checkbox.
Tip: To lock or unlock a file in the Finder, select the file, choose File > Get Info, then select or
deselect the Locked checkbox.

Install updates (Trouble-shooting)

Kindly ensure that you have the latest version of Adobe Reader or Adobe Acrobat. To install
Adobe Reader and Acrobat updates from Adobe Updater, do the following:

1. Launch Adobe Reader or Acrobat.
2. Choose Help > Check for Updates.
3. Follow the steps in the Updater window to download and install the latest updates.

Video tutorial

Find the video tutorial for the same at:

hIIQSNMQ”I” be/uV620Jws-QA?t=28


https://urldefense.proofpoint.com/v2/url?u=https-3A__support.apple.com_guide_-3Fplatform-3Dmac-26product-3Dpreview-26vanityname-3Dopen-2Da-2Dpdf-2Dor-2Dimage-26version-3D11.0-26locale-3Den-5FUS-26topicid-3DGLOSEA300DEB-26type-3Dddm-26platformOSVersion-3D12.0-26aside-3Dtrue&d=DwMFaQ&c=oqyuZuih6ykib6aKiBq22_bich4AVfYGoLertJN0bEc&r=oIPd8UHiAXtYOovJz7AcvtIyFph_G8mc3HxdDmiLbwQ&m=eaFbyeKX_zM_5Q54PPMf6MSYSEhkd_O_jXwpKX4i1SjKbXoNylzLAPQSOkC0avYC&s=o-GMZIBhY_q8-paWjKky829LR-6BgRj9lDekHEEsfQ0&e=
https://youtu.be/uV62OJws-QA?t=28

