
How to take a locked pdf file and make it a static pdf file for merging, appending, or 
archiving to other unlocked pdf files, yet retain your data and signatures 

Check to see if you have the ‘Microsoft XPS Document Writer’ print driver prior to printing to pdf. 

You can go to ‘Start’, ‘Devices and Printers’, or click on the ‘Control Panel’, and then under 
‘Hardware and Sound’, you will see ‘View devices and printers’ or ‘Devices and Printers’. Or, you can 
simply print the file and select the ‘Microsoft XPS Document Writer’ as your print driver. 

The instructions below will show you how to take a locked pdf file, or a signed pdf file that is locked,  
and to create a new unlocked static pdf file for merging, appending, or archiving into other unlocked 
pdf files. 

1) Open the locked pdf file. This form will be converted to an XPS file. Click on the print button in the 
locked pdf file. Select the ‘Microsoft XPS Document Writer’ from the list. 
 

 

 

 

 

 

 

 

 



2) When prompted to save the file, give it a file name, and save the file to a location that is easily 
accessible (i.e.…the desktop).  

 

 

 

 

 

 

 

 

 

 

 

 



3) As seen above, your XPS file is now created and is available in the location that you chose in the 
above steps.  
 

4) Double click on the XPS file that you just created. As you notice in the screen shot above, the form is 
now flatten with your data, that is, it’s a perfect xml copy of your locked pdf file without fields, but 
reflects your data and signatures. Now let’s turn this back into a static pdf file so you can merge, 
archive, or append with other static pdf files. Go to ‘File’, then ‘Print…’ select the Adobe PDF driver. 

 
 
 
 



5) Now print to pdf and give a file name for your static unlocked pdf file. 
 

 
 

6) You have successfully created an unlocked static pdf that captures your data and signatures, yet 
allows you to merge, attach, or append to other unlocked pdf files. 


