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Use the “Unlock” tool: Choose “Tools” > “Protect” > “Encrypt” > “Remove Security.” Remove Security: The options vary

depending on the type of password security attached to the document. To compress your PDF, follow these simple steps:

Open Acrobat. Select between converting with or without using OCR technology. How Adobe Acrobat helps with of�ine

�le sharing. Acrobat can help make of�ine �le sharing easier with tools that optimize your PDF for transfer. Selecting OCR

will scan the PDF to recognize text inside of images and scanned documents. One easy way to optimize your PDF is to

compress the �le size. If the document has a Document Open password, click “OK” to remove it from the document Go to

the Tools menu and select PDF to Word. Under the Tools menu, click Optimize PDF. Select a �le Open the PDF in Acrobat.

Click Convert to Word Click on Open �le and select the PDF you wish to convert.
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