ECN Stamp Process

Adobe Acrobat 7.0 (or later version) works the best.

Use the word template below for each and every ECN. This permits you to
change the ECN number and to provide any description you desire —-m at a
minimum, you should include the ECN number. This template merely states:
“ECN-XXXX Pending”

ECN XXXX Pendina.

Suggest you set up a Separate “Pending ECN Folder” on your desktop with
subfolders for each and every ECN.

Convert the Word version of the stamp for ECN-XXXX (where XXXX is a
specific ECN number) to pdf using the print as “Adobe PDF” on the print menu
and save in the same subfolder as the source Word stamp.

In order to set the affected drawing up to accept a stamp, the following steps
need to be done:
o Copy drawing to your desktop:
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ECN Stamp Process

o Clear signature fields by:
% Select Signature tab
+«+ Select Options on tab and then “Clear All Signature Fields”
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o Once signature field cleared, go to Security and select “No Security” —

Document Properties

|Fonts Initial Yiew | Justom || Advanced

Docurment Security

The document's Security Method restricks hat can be done ko the document. Ta remove security
reskrictions, set the Security Method ko ecurity.

Security Metho Mo Security 3 w Change Settings...

Can be Opened by:  All versions of Acrobat Show Details. ..

Document Restrickions Summary
Printing:  Allowed
Changing the Document:  Allowed
Document Assembly:  Allowed
Content Copying or Extraction:  Allowed
Conkent Extraction for Accessibility:  Allowed
Commenting:  Allowed
Filing of Form fields:  Allowed
Signing:  Allowed

Creation of Template Pages:  Allowed




ECN Stamp Process
e Set up the stamp as part of the stamp tool by:

0 Select Comments Menu =>Commenting Tools => Stamps => Create Custom
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0 In the “Select Image for Custom Stamp’ box, select “Browse” to select
specific ECN-XXXX stamp location and the check OK:

Select Image for Custom Stamp
[ CH tings bsimmons opfECH- ¥, pdf

Sample

3

ECN YYYY Pending.

b

1 out of 2 images

OK Cancel




ECN Stamp Process

0 In Create Custom Stamp box, assign category “Pending ECN Stamps and
assign name (suggest you use the ECN number). Note that this is different
from where you store the stamp on your desktop — this sets up your ability to
drag and drop a stamp to your drawing.

Create Custom Stamp

ECN YYYY Pending. Category: |F‘enu:|ing ECH Stamps w

Mame: [ECH-TYYY

Diowin sample stamp ko reduce file size

[ Select Image For Custom Stamp...

[ (] ] [ Cancel ]

e Select Comments Menu => Commenting Tools => Stamps => Select “Pending
ECN Stamps” => ECN stamp desired and then drag to your drawing. You can
resize stamp size as desired.
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ECN Stamp Process

e Restore Security to Password Security and complete necessary password and
printing and signing options. You select the password in the “Change
Permissions Passwords” section, select “High Resolution” printing option, and
“Filling in form fields and signing existing signature fields” option, and check
“Enable copying of text, images, and other content” => this will permit copying
and permit signing.

Passwond Security - Settings g|

Compatibilicy: | Acrobat 5.0 and later -
Encryption Lewel:  High {128-hit RiC4)
Select Document Components ko Encrypt

{(%)Encrypt all document contents

5 Al contents of the document will be encrypted and search engines will not be able ko access the
= document's metadata,

[CJrequire a password to open the docurgesk

[¥]Restrict editing and printing of the document. & password will be required in order to change these permission settings,
Change Permissions Password: | weee

High Resalution

Printing Allowed:

Changes Allowed:  |Filling in form fields and signing existing signature fields

[¥]Enable copying of kext, images, and other contenti

e Confirm Permissions Password and check “OK” => select “OK” again, and the
again

Adobe Acrobat - Confirm Permissions Password

Please confirm the Permissions Passwaord, Be sure to make a note of the
L ] 'f passwiord, You will need it bo change these settings in the fukure,
L

Mote: IF a Document Open Passward is set, the Permissions Passwaord will also
open the document and bypass the security settings.

Permissions Password; | *ee -|

I Ik Cancel




ECN Stamp Process

Adobe Acrobat

Security settings will not be applied ko the document unkil wou save the
document, You will be able to continue to change security settings until wou
close the document.

LR

[ ]Do not show this messange again;

Document Properties

Description | Security |F|:|nt5 Initial Yiew | Cuskom || Advanced

Dacurment Security

The document's Security Method restricks what can be done to the document, To remove security
restrictions, seb the Security Methaod ko Mo Security,

Security Method: | =R el e er=a 2 V| [ Change Zeftings. .. ]

Zan be Opened by:  Acrobat 5.0 and laker [ Show Details., .. ]

Automnatic saving of changes has been disabled For this document because the security settings have been
modified, You must save the document in order to re-enable automatic saving of changes,

Dacurent Restrickions Summary
Printing:  &llowed
Changing the Docurment:  Allowed
Daocument Assembly:  Allowed
Conkent Copying ar Extraction:  Allowed
Conkent Extraction for Accessibility:  Allowed
Commenting:  Allowed
Filling of Form Fields:  Allowed
Signing:  Allowed

Creation of Template Pages:  Allowed
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e Save drawing, assigning a letter revision (e.g., “SE186-306-r0-b”” where “b” is the

letter revision.

e Post drawing on PPPL Engineering Department Web that lists all the drawings.



ECN Stamp Process

e Repeat process for next ECN



