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Removing a password from a PDF Document

Detailed below are a few quick and easy steps that can be followed if you need to
remove a password on a document you have been supplied.

Step 1: Once you click on the document provided, you will be prompted to enter the
password in order to open it.
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Enter a password

This file is password-protected. Please enter a password
to open the file.

Step 2: Once you have entered the password, and have access to the document, there

will be an option to print.

M B testPOF Examplepdf x +

- g X
€ (& (File CyUsers/t16325rj/OneDrive%20-%20The%20University%200f%20Manchester/Documents/Training&Induction/Test%20PDF%20Example.p: &4 = ‘ 0
a

=¥ v Vv Q| M| A | @ | AskCopilot *+\1|af1|®|iD Qle B BlJs

Test PDF Example




MANCHESTER
1824

The University of Manchester

Step 3: Once you have selected the print option, this page will appear which includes a
drop-down menu where the printer can be selected. In the same drop-down menu, you
can select the option “Save as PDF”.
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Step 4: Then, you can click “Save” to the area you desire. The document should now be
saved without a password.



