


	
	

	
					
				Sales: 801-722-7098

			

				
			
				Home Page
									
 Products

	
		
			
			DMS

				
			DMS

				Powerful but friendly document management with PDF scanning and editing built in.

			 
			
			Automate

				
			Automate

				Intelligently OCR, convert, and route your documents by their content, in bulk.

			 
			
			Portal

				
			Portal

				The FileCenter Client Portal provides an easy, secure way to exchange digital files with your clients.

			 
			
			Scanners

				
			Scanners

				Top-rated scanners for FileCenter products at competitive prices.

			 
			
			Installation

				
			Installation

				Our implementation experts can take care of the software installation and basic setup for you.

			 
		

	



 Downloads

	
		
			Current Version
			Older Versions
			Free Trial
			Requirements
		

	



 Support

	
		
			Training
			Training Videos
			User Guides
		

		
			Support
			Support
			Downloads
			Knowledge Base
			Maintenance
			Contact
		

	



 Blog



 Contact Us




					
												Free Trial
						Buy Now
					

							

		
 

		


			 

	
	
	
		
					
				

	
		X
		
	





	Sign up for

	50% off

	your first license of FileCenter

	Click here to sign up

	




			
 
		
	




	
		
			




	

	

	
		
			
				
				
					


	
	

		
How to Make a PDF Non-Editable and Read-Only



				
				
							
								
								Lucion Technologies
							
									
							
					Posted on July 4, 2023				
						
				
					Posted in PDF Software				
			
										
						
							Tagged with convert PDF, Document Management, document management software, non-editable, PDF permissions, PDF security, read-only						
										
			
			






	





	
One of technology’s greatest benefits is that it enables collaboration across different computers, offices, countries, or continents. However, sometimes that accessibility can be a bad thing: When you don’t want others to make changes to your documents, you might want to make a PDF non-editable and read-only.




Thankfully, you have many options at your disposal – there are several ways to make a PDF non-editable and read-only, so you can choose the option that best fits your situation. With tools like FileCenter, you have total control over who can view, edit, and share your PDF documents, and this guide will show you how to use that control to your advantage.








Key Takeaways:







	PDFs can be editable, read-only, or password-protected.
	You can make PDFs non-editable and read-only within your operating system or your document management software.
	FileCenter enables security and productivity for all of your documents.





Types of PDF Permissions




When you’re collaborating on a project, accessibility and editability are top priorities.




When you’re sharing static information that you don’t want others to change, shareability and persistence are top priorities.




When you’re transmitting confidential information that you want to limit to certain viewers, privacy and security are top priorities.




Your level of PDF security should reflect your priorities in each given context, so the best document management tools give you the most control over what permissions you assign to your documents. To support your changing priorities, there are three different levels of PDF permissions: edit, read-only, and password-protected.




	Edit is the default security level of a PDF. Edit means that anybody with access to the file can open, read, and make changes to the document. There’s one important change that other users can’t make: They can’t restrict the permissions of the PDF to lock others out of it, only the document administrator (typically the document creator) can change the permissions.
	Read-only is the type of permission this guide focuses on. Anybody can read a read-only PDF, but they can’t make changes to the contents of the document. Since they can’t make their own changes to the document, the terms “read-only” and “non-editable” are interchangeable. The document administrator can still make changes, but other users can only read the document.
	Password-protected is the most secure type of PDF permission. While anybody can open and read an editable or read-only PDF, only users with the password can open and read password-protected PDFs. The most common use of password-protected PDFs is for digital sales where users have to purchase access to a digital document.





Method 1: Operating System Settings




The simplest way to make a PDF non-editable and read-only is to simply change the permissions within your operating system.




In Microsoft Windows, locate the PDF you’d like to make read-only within Windows Explorer. Once you’ve found the file you’d like to restrict, right-click it and select Properties from the menu.








From the Properties menu, look for the “Read-only” checkbox near the bottom of the General tab. To make the document read-only, all you have to do is mark the checkbox, and click either “OK” or “Apply” to finalize the change.








While this change is easiest in Microsoft Windows, it’s only slightly more complicated on a Mac computer. To make a PDF read-only in macOS, follow a similar process by locating the file you’d like to protect. Once you’ve located the PDF, click “File” and then “Get Info.” Next, navigate to the Sharing & Permissions tab to set access rights.




If this method is so easy, why would you ever use a more complicated method? The ease of use comes at a price: While it’s simple to change an editable PDF to read-only, it’s equally easy to change it back, and anybody with sufficient user rights can simply follow the same process to change the PDF back to editable.




Method 2: Document Management Software Settings




The better method of making a PDF non-editable and read-only is to change the permissions within your document management software such as FileCenter. This method gives you more control over who can view and modify your PDFs and is easy to implement with document management software.




To get started in FileCenter, begin by locating the PDF you’d like to modify within the Manage tab. Once you locate your PDF, double-click the document to open it in the Edit tab.








With the document open in the Edit tab, locate the Options menu on the bottom left side of the preview pane. (Note: The Options icon in the Thumbnail pane gives you access to different options than the Options icon in the Preview pane. To make your PDF non-editable and read-only, locate the Options icon in the Preview pane.)




With the Options menu open, select Document Properties from the bottom of the list.




Alternatively, you can press CTRL + D to open the Document Properties menu directly from the Edit tab.








Once you have the Document Properties menu open, select the Security category from the Categories list. Under Document Security, you will have access to the Security Method drop-down menu. To make your PDF non-editable and read-only, select “Password Security” from the drop-down menu.








As soon as you select Password Security, the Password Security Settings menu will automatically open. From this menu, you can restrict all access to the document by selecting “Require password to open the document,” but to make your PDF read-only, select the second option, “Restrict editing and printing.”








Before pressing “OK,” you can create a password and adjust other security permissions for your PDF document.




FileCenter Document Management Software




PDF security isn’t the only reason you should consider using document management software. FileCenter is packed with helpful tools that help you maximize the value of your documents by making them accessible from anywhere in the world, converting PDFs to other helpful file formats like Excel spreadsheets and PowerPoint presentations, and automatically sorting documents based on their contents.














Download a free trial or schedule a demo today to learn more about how FileCenter can keep you secure, accessible, and productive.
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