
 
 
In our efforts to keep student information secure we have implemented the following procedures when sending 
records via email. 
 
You will need to do the following: 

1. Merge 
2. Download 
3. Encrypt the Merged document with a password (student’s DOB-MMDDYY) 
4. Save the document.  

 
Merging Documents in DocVault: 

1. Merge documents/folders in DocVault: 
2. Search for the student 
3. Click once on the student cumulative folder.  DO NOT OPEN the student’s main folder. 
4. Click the Merge Documents button in the lower right corner of the screen. 
5. The screen will blink and the Open Items tab will become active. 
6. Click on the Open Items tab at the top of the screen. 
7. On the Left are the category folders of the students cume. 
8. Select one folder at a time and click the arrow pointing to the right to add to the blank box.  These are 

documents you would like included in the final merged PDF. 
9. Click the Merge button. 
10. The screen will blink and return to the student’s cumulative folder view. 
11. Double-click the student’s cumulative folder. 
12. The merged document will be at the very bottom of the list.  Make sure to refer to the created date. 

 
Downloading the Merged PDF from DocVault: 

1. Select the Merged PDF in DocVault. 
2. Click the Tools icon (>>) in the upper right hand corner of the document. 
3. Select Download. 
4. Select Open with Adobe Acrobat (default). 
5. Click OK. 
6. The PDF will open in Adobe. 

 
 
Encrypting the PDF with a Password: 

1. Open the PDF. 
2. Click Protect on the toolbar on the right sidebar. 
3. Click the Encrypt option at the top of the screen. 
4. Select Encrypt with Password. 
5. Click Yes to accept the change to document security. 
6. The security settings window will display. 
7. Check Require a password to open the document. 
8. Enter the student’s DOB (MMDDYY). 
9. Click OK. 
10. Confirm the password by entering the password again in the Document Open Password field. 
11. Click OK. 
12. The security setting confirmation box will display.  Note:  encryption will not be applied until you save the 

document. 
13. Click OK. 
14. Click the Save icon to save the document. 

 



 


