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Encrypting a Word file (Msword 2010)

1. In an open document, click the ‘File’

Page Layout References Mailings tab
a
Information about Document 2 jick ‘Info
.| Permissions . . Y AL ¢
&? Annninipesawnastd - llfj)giﬁ:n Zﬁgmlssmns click ‘Protect
Protect
Document ~
. | protet | 4. Select ‘Encrypt with Password’. Please
et use your five-digit PIN number as your
ak Mark a3 Final
| Let l(:ﬂ:ﬂ:'lﬂm the document is final password
and make A read-oni . .

o i % b i Note: Microsoft cannot retrieve lost or
Reauire 3 pasword o open this sther't name forgotten passwords, so keep a list of
AN your passwords and corresponding file
Control what types of changes people names in a safe place
can make to this document.

Add 2 Digital Signature No password = No access
Ensure the integrity of the document s of thas file.
by 8d4ing an invisible digital signature.

ﬁ 5. When you select Encrypt with
Encrypt Document L Password, the Encrypt Document
dialog box appears. In the Password

Encrypt the contents of this file box, type the organizations five-digit
Password: PIN

Caution: If you lose or forget the password, it cannot be
recoverad, [tis advisable to keep a kst of passwords and
their corresponding decument names in a safe place.
(Remember that passwords are case -sensibve. )

6. Confirm the password by reentering
the five-digit PIN

Information about Document6é 1. Once the document is successfully
protected, a notice will appear stating

that a password is required to open the
document

@ Permissions
L.HFJ (@ A password is required to open this document.

Protect
Document -
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Encrypting a Word file (MSword 2007)

1. Click the Microsoft Office Button
at the top left of the page
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r—,] Waord Document

S-I'I'! the document in the default file

~ | Word Template
= Save the document as a template that can
be used to format future documents.

E Waord 97-2003 Document
Save a copy of the decument that is fully
compatible with Word 97-2003.
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Map Network Deve...
= pr—
Genaral Optica..
Web Options .
Comprest Pictures .
General Option: 1’8
General Options I_
File encrypbon options for this document |
I Passwordtogpen: gesee
. File sharing options for this document
|| Password to modfy: eeses|
___ Rgad-only recommended ‘
Protect Document... |
Macro security

‘ Adyust the secunity level for openng fles that moht
contain macro viruses and specafy the names of

‘ 2. Select ‘Save As’

3. A‘Save As’ window will pop up. Select
‘Tools’ (in the lower right corner), then
scroll down to select ‘General Options’

4. In the ‘General Options’ window, enter
your five-digit PIN number as the
password for opening and modifying
the document

Note: Remember your password
There is no password retrieval option

No password = No access
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Encrypting an Excel file (MSExcel 2010)

1. Open the file to be protected, then
Click the ‘File’ tab

View

Page Layout Formulas Data Review

Insert

Il save 5
@.z ’ Information about Bookl
£ 2. Select ‘Info’
= ©Open Permissions
£ Close %ﬁ‘ Anyone can open, copy, and change any part of this workbook.
Protect
Recent
Z Prepare for Sharing
New 67y Before sharing this fils, be sware that it contains:
ﬂ_'- o Document properties and author's name
W o % B e 3. Select ‘Protect Workbook’ and click on
o Close ONE CAN OPEn, COPy, ange any workbook. ‘ . y
_ o Encrypt with Password
Workbook =
Recent Wincks.os. Fiont
Let readers know the workbook 15 final
and make it read-only
i [T | Encrypt with Password L it contains:
l‘f Require a pasiword to open this WS name
Print workbook.
[ Protect Current Sheet
Save & Send i “:”ﬂmﬁ?ﬂ.ﬁ:nws people can
Help 2 Protect Workbook Structure
1 Prevent unwanted changes to the strudture o this file
J wm of the workbook, such as !ﬂﬂlﬂ@ shesty,
B3 et j :::\::?::nwm ME»-: workbo ok by
330ing an imsible Jigral signature.
i " .
e | 9| == 4. In the Encrypt Document dialog box,
type your five-digit PIN number. This is
Encrypt the contents of this file your password
S Note: You can type up to 255
characters
Caution: If you lose or forget the password, it cannot be
recovered, Itis advisable to keep a list of passwords and
their corresponding doecument names in a safe place.
(Remember that passwords are case-sensitive.)
K ] [ Cancel ]
Caonfirm Password | &5 ) 5. In the Confirm Password dialog box,

retype your five-digit PIN
Encrypt the contents of this file
Note: Remember your password

GEELEIE L There is no password retrieval option

; ; No password = No access
Caution: If you lose or forget the password, it cannot be

recovered, It is advisable to keep a list of passwords and
their corresponding document names in a safe place. 6. Select ‘Ok’
(Remember that passwords are case-sensitive.)

1. To save the password, save the file
oK ] [ Cancel ]
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Encrypting an Excel file (MSExcel 2007)
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1. Click the Microsoft Office Button

ZEETT TS IO, FOTITOT, arT REvoOTs,

2. Point to ‘Prepare’ and Click ‘Encrypt
=" Inspect Document - ’
Save _ﬁ" Check the document for hidden metadata l Document

or personal information.

=1 Encrypt Document

Saveds k|| _;"'EJ_]' [ncrease the security of the document by
adding encryption.

EC I

,_‘—_.L_ Print , || % Restrict Permission
L'E‘J - |_& Grant people access while restricting their ¥
ability to edit, copy, and print.

Prepare Add a Digital Signature
Ensure the integrity of the document by
adding an invisible digital signature,

_ﬁ Send L4
= Mark as Final

=8
| " Letreaders know the document is final and

bl/_

./ Publish » make it read-only,
@ﬁ Run Compatibility Checker
— ; ' : ) g 3. In the Encrypt I?o_cument dialog bo_x, _
i Eocypt Docsanent o[ type your five-digit PIN number. This is
Encrypt the contents of this file your password
Password: Note: You can type up to 255
feesssoce characters
Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place,
(Remember that passwords are case-sensitive.)
. 5 4. Confirm the password by
Confirm Password Lw reentering the five-digit PIN
Reenter password to proceed. Note: Remember your password
| There is no password retrieval option
Caution: If you lose or forget the password, it cannot be No password = No access
recovered, It is advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive.) 5. To save the password, save the file
Lo J[ canes ||
s






