How to protect your office documents

File encryption options for this document

Password bo open; | Advanced. .. |

Introduction

Especially when we use laptops, we need to be careful about protecting sensitive
documents. Fortunately, this is very easy to do. Please keep in mind these instructions
only apply to Microsoft Office documents.

There is no way to recover a lost-password, so use a password you won't forget.

HOWTO

1) Open a file you want to protect.

2) click on the Tools menu, and then click options.
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3) Click on the Security tab, and enter in a password in the password to open field.

Options
Carmpatibiliky File Locations
Edit Prink Save
Spelling & Grammar Track Changes

File encryption options For this document

Password ta open: | | Advanced. ..

File sharing options For this document

Password to madify: | |

[] read-only recommended
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Privacy options
[] Remove personal infarmation from File properties on save

[ ] warn before printing, saving or sending a file that contains tracked
changes or comments

Skore random number to improve merge accuracy
Make hidden markup visible when opening or saving

Macro security

Adjust the security level Far opening files thak might
conkain macro viruses and specify the names of
krusted macro developers,

[ Macro Security. .. ]

/l Ok ][ Cancel ]

4) Click Ok and re-enter the same password. Click Ok, and your document will be
protected!

Security | Spelling & Grammar Track Changes

File encryption options For this document

Passwiord ko open: |oo.o.o.o | Advanced. ..

File sharing options For this document

Confirm Password

~| Reenter password to open:

Privacy | Caution: IF vou lose or Forgek the password, it cannot be
recavered. (Remerber that passwords are case sensitive.)

I OK ][ Cancel ]

Stare random number ko improve merge accuracy
Make hidden markup visible when opening or saving



