
1.	 With the PDF open in Adobe Acrobat, press 
Ctrl + D to open the Document Properties 
window.

2.	 In the Description tab of the Document 
Properties window, enter the following 
information:

a.	 Title
b.	 Author (Company Name | First Name Last 

Name)
c.	 Subject
d.	 Keywords

3.	 Select Additional Metadata..., then fill in the 
following information:

a.	 Copyright status: Copyrighted
b.	 Copyright notice: © Company Name 2024
c.	 URL

4.	 Click OK to close the Additional Metadata 
window.

5.	 In the Document Properties window, navidate to 
the Initial View tab.

6.	 Under Window Options, ensure that Document 
Title is selected in the Show: dropdown menu.

7.	 Navigate to the Security tab.
8.	 In the Security Method drop down menu, select 

Password Security.

PDF Optimization Process
The PDF optimization process must be completed before documents can be uploaded to the Content 
Managemment System (CMS).

Figure 1. Selecting Document Title in the Show: 
dropdown menu. This ensures that the document will display 
correctly in search engine results.

Figure 2. Selecting Password Security as the 
document security method.

9.	 This will open the Password Security - Settings 
window. Under permissions, check the Restrict 
editing and printing of the document and 
Enable copying of text, images, and other 
content checkboxes.

10.	Ensure the following settings are selected:
a.	 Printing Allowed: High Resolution
b.	 Changes Allowed: Commenting, filling 

in form fields, and signing existing 
signature fields
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11.	In the Change Permissions Password field, add 
the appropriate document password.

12.	Click OK to close the Password Security — 
Settings window.

13.	Click OK to close the Document Properties 
window.

14.	Save the PDF.

Figure 3. Ensure that the correct options are selected in the Password Security - Settings window.

MarCom 
Handbook


