How to Anonymize Adobe PDFs

To check for and remove personal information from Adobe PDF files from Acrobat versions DC
and above:

Open the PDF document.

Choose "Tools" and then select "Redact."

Choose “Remove Hidden Information” and wait for the tool to finish running.
If any items appear in the Results, click “Remove.”
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Save the file, note that identity information is not removed until the file is saved.

To check for and remove personal information from Adobe PDF files from Acrobat versions 8, 9,
and X:

1. Open the PDF document.

2. From the "Document" pull-down menu, select "Examine Document" and wait for the tool to finish running.
3. If any items appear check-marked, click “Remove.”

4. Save the file, note that identity information is not removed until the file is saved.

A fast, easy, and recommended manual check is:

1. File.

2. Properties.

3. Click the Description tab and pay particular attention to the block labeled “Author.” This is a frequent location of
a name or initials.



How to Anonymize Microsoft Word Files

To check for and remove personal information from Word 2010, 2013, and 2016 (.docx) files:

To

To
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Click the File tab at the top-left corner of the window.

Click "Info" in the column at the left side of the window.

Click the "Check for Issues" drop-down menu, then click "Inspect Document."

Check the "Document Properties and Personal Information box" (you can uncheck the rest of the options), then
click the "Inspect" button.

Click the "Remove All" button at the top of the window, then click the "Close" button. Be sure to save the
document after making all of your changes.

check for and remove personal information from Word 2007 (.docx) files:
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Right click the Word .docx file.

Click "Properties" and select the Details tab.

Click "Remove Properties and Personal Information.”

Choose "Create a copy with all possible properties removed" and click OK, or Choose the radio button for
"Remove the following properties from this file," checkmark your selections, and click OK.

This removes hidden personal information from the copy that Word has created. The new file has “copy” added
to the original file name. Example: Report_on_submission — copy.docx. Take care to send this file and not the
original, which will still carry identity information.

check for and remove personal information from Word 1997-2003 (.doc) files:

Open the Word .doc file.

Create a copy of the file so that you do not overwrite the original version. Click the Microsoft Office Button in
the upper left corner and select "Save As. "

NOTE: "Save As" is recommended as you will be unable to restore anything that Word is about to remove.

In the copy, again click the Microsoft Office Button, select "Prepare," and then click "Inspect Document."

In the Document Inspector dialog box click “Inspect.” You may first uncheck any boxes where you wish to
exclude selected content from the scan.

Review the results of the inspection in the Document Inspector dialog box and then click "Remove All" for the
types of hidden content that you want to remove.

Click "Close" when done. Save the file.



