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Training and Development Department

How to transform MS Word documents
Into PDFs and how to password protect
them.
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PDFS AND PASSWORDS

The following user guide will assist you in transforming your MS Word documents into PDFs. It
will also assist you on how to password protect such documents.

As a requirement for the TRDEV e-portfolio you are required to upload your goals statement,
your resumé, course work and work samples for the internship waiver.

In order to protect your course work, you can transform your Word document into a PDF and
password protect it.

It is recommended to use a simple, easy to remember six character password, in case faculty or
potential employers decide to observe any of your course work.

Recommended documents for password:

e Course work.
e Work or project samples.

These are links that may help you transform and password protect documents in older versions of
MS Word and Mac computers.

https://www.youtube.com/watch?v=4VK-USQ7pnE

http://www.wikihow.com/Convert-a-Microsoft-Word-Document-to-PDF-Format

http://office.microsoft.com/en-001/word-help/convert-a-document-to-pdf-HA102850064.aspx

Mac Users:

https://www.youtube.com/watch?v=flVAIBywiyA

http://www.ehow.com/how 4777372 convert-word-pdf-mac.html

http://osxdaily.com/2013/05/29/password-protect-pdf-mac-0s-x/
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kfbr16@gmail.com ¢ 787.340.0811
Personal Statement

divichual
to

| Learning embodies an essential process i the develop: and adaptation of any
different situations, organizations are no different. The main component of organizational success,
learning, enables people to thrive in their workplace. An organization that does not endorse learning in the
workplace is destined to fail. After completing a Master's Degree in Industrial'Organizational Psychology
o 1 became aware of the importance of learning in the workplace. During graduate school I took a class in

training techniques which brought me face to face with fraining and development topics such as

and return of u

instructional design, needs . Since then, I have participated in many
- traming and development projects and also conducted research on many Industrial/Organizational
Psychology topics. My interest in organizational topics compels me to prepare myself further in training
and development. Hence my interest in the Master’s of Education in Training and Development program

at the Pennsylvania State University, which offers me what I seek and much more, and to which I can also
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1. In the main page of the desired word document, click on “file”.
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GoalsStatement_Benitez_Karlo
Open D: » Laptop Vieja » Solicitud Esc Graduada » PENIN STATE = TRDEV

Save Compatibility Mode Properties ~
Some new features are disabled to prevent problems when werking with previous Size 22.3KB
Save As versions of Office, Converting this file will enable these features, but may resultin Paes N
layout changes. g
Words 1007
Print )
Total Editing Time 18 Minutes
Title Add a title
Share Protect Document
Tags Add a tag
Control what types of changes people can make to this document. i
B Protect Comments Add comments
Document -
Close Related Dates
Last Modified 2/1/20147:11 PM
@ Inspect Document Created 11/6/2012 2:12 PM
St Before publishing this file, be aware that it contains: Lact Printed
Check for Document properties and author's name
Optians fssues Headers and footers
Related People
Content that cannot be checked for accessibility issues because of the current
il Author
tletype Karlo
) Add an author
*‘j Versions Last Modified By
Q| 7] There are no previous versions of this file, Karlo
Manage
Versions *
Related Documents

J! Open File Location

Show All Properties
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2. Click on “save as”.
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} E:I Computer
Ty &@ OneDrive - Personal =
Current Folder
Save =
E:I Computer TRDEV

Save As = D: » Laptop Vieja » Solicitud Esc Graduada » PENN STATE » TRDEV
Print + Add a Place Recent Folders
. TRDEV
S D: = Laptop Vieja = Salicitud Esc Graduada » PENN STATE » TRDEV
Export Advisory Board

Desktop » PENN STATE HBG » Advisory Board
Close PERSONAL

Desktop » PERSONAL

Desktop -
Account

TRDEV520
Tt Desktop » PENN STATE HBG » Courses » TRDEV520

Documents

Browse
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Organize ~  New folder
A Name : Date modified Type Size
15 This PC
1. PENN STATE HBG 10/29/201411:02 .. File folder
1 Desktop
! PERSONAL 11/2/2014 528 PM File folder
£ Documents '
o Adding content user guide 10/18/201412:09 ... Microsoft Word D.. 10530 KB
: M°W” oads Changing the colors and background us...  10/14/20146:09PM  Microsoft Word D... 932 kB
usic
Preparing User Guides for the eportfolio  10/14/20145:29PM  MicrosoftWord D.. 2427 KB
B Pictures paring P [TE » TRDEV
H Videos
£, 05
s Cowabunga (0
hd TE » TRDEV
N MG oaisstatement Benit .
Save as tyle: Word Document v
Authors: Kerlo Tags: Addatag Title: Add atitle
& Maintain [ Save Thumbnail
compatibility with
previous versions of
Word
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4. Change the name of the document if needed.

5. Click on the “save as type” bar.

4|Page



PDFS AND PASSWORDS

; Karlo Beniter + Py
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Organize v New folder
A Name : Date modified Type Size
18 This PC
9 1 PENN STATE HBG 10/29/2014 11:02 ... File folder
R Desktop
. | PERSONAL 11/2/2014 5:28 PM File folder
7| Documents o
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¥ [TE » TRDEV
File name: | GoalsStatement_Benitez Karlo v
Save as type: | Word Document v

‘Word Decument
Word Macro-Enabled Document
Word 87-2003 Document

Word Template

Authors:

‘Word 97-2003 Template

XPS Document

Single File Web Page

(~ HideFolders | Web Page

Web Page, Filtered

Rich Text Format

Plain Text

Word XML Decument
Word 2003 XML Document
Strict Open XML Document
OpenDacument Text
‘Works 6 - 9 Document
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6. In the drop down menu select “PDF”.
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Organize ~  New folder
A Name : Date modified Type Size
185 This PC
o 1. PENN STATE HBG 10/29/201411:02 .. File folder
; DES oF . | PERSONAL 11/2/2014528PM  File folder
i DM"TEZS X Wi Starter User Guide 10/18/201412:08 .. Adobe Acrobat D.. 7707 KB
ownloads
1 Music
£ Pictures TE . TROEV
H Videos
05 ()
s Cowabunga (0
¥ TE » TRDEV
File name: | GoalsStatement Benitez Karlo V|
Save astype: | PDF v
Authors: Kerlo Tags: Addatag Title: Add atitle

Optimize for: @) Standard (publishing
online and printing)

© Minimum size
{publishing online)

= Hide Folders Tools = Save

Browse
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7. Click on the “options” button.
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3] Save As [ - Word
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Organize »  New folder _ - @
Page range
"
Name @ Type size
1% This PC -
- Lo PENNSTH O Current page File folder
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= e | PERSON Selection File folder
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- Emr‘"e:‘:s L WixStanf] O Pagels) From: Adobe Acrobat D... 7707 KB
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e Document showing markup
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= c lb o Create bookmarks using:
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Word bookmarks {TE » TROEV
File name: | GoalsStatement Beni Document properties vl
Save as type: | PDF Document structure tags for accassibility vl
Authors: Karlo PDF options Title: Add atitle
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Optimize for: @ Standard (publ mantetshentantsmacnath
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(publishing on|
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Browse
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8. Click on the “Encrypt the document with a password” box.

9. Click “Ok”.
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R Desktop
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| Documents
Acrobat D. 7,707 KB

18 Downloads
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b Music
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B Videos
&y 05(C) Reenter password:
s Cowabunga (D:) I
v
Passwords must be between 6 characters and 32 characters in length. .TE » TRDEV
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Authors: Karlo Title:  Add a title

Optimize for: @ Standard (publishing
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O Minimum size [¥] Open file after publishing

(publishing online)
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10. Enter your password on the “Encrypt PDF Document” box.

11. Click “Ok”.
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11. Click “Save”.
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12. Open the PDF document and enter the password.
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Personal Statement

Learning embodies an essential process in the development and adaptation of any individual to
different situations. organizations are no different. The main component of organizational success.
learning. enables people to thrive in their workplace. An organization that does not endorse learning in the
workplace is destined to fail. After completing a Master’s Degree in Industrial/Organizational Psychology
I became aware of the importance of learning in the workplace. During graduate school I took a class in
training techniques which brought me face to face with training and development topics such as
instructional design, needs assessments and return of investment. Since then, I have participated in many

training and development projects and also conducted research on many Industrial/Organizational
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13. Preview document in a PDF format.
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