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Microsoft Office 2007

Set a password in a Word document
To encrypt your file and set a password to open it:

C
1. Click the Microsoft Office Button “* , point to Prepare, and then click Encrypt Document.
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j S Prepare the document for distribution

I Properties
~ 'ﬂ 2| Wigw and edit document praperties, such
as Title, Author, and Keywords.

e Inspect Document

Check the document for hidden metadata
or personal infarmation.

7] Encrypt Document
Imcrease the security of the document by
adding encryption. %

Grant people access while restricting their  *
ability to edit, copy, and print.

Add a Digital Signature

Enjure the integrity of the document by
adding an invisible digital signature.
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Send ¥
F Mark as Final
Let readers know the document is final and
i Fublish * make it uad-.or.l?:.r.
E % Run Compatibility Checker
* \ﬁ Check for features not suppaorted by earlier
] Close versions of Woard,

[ﬂ Word Optjons . [}( Egit Word l

2. Inthe Encrypt Document dialog box, in the Password box, type a password, and then click OK.

You can type up to 255 characters. By default, this feature uses AES 128-bit advanced
encryption. Encryption is a standard method used to help make your file more secure.

3. Inthe Confirm Password dialog box, in the Reenter password box, type the password again, and
then click OK.
4. To save the password, save the file.

Remove password protection from a Word document

1. Use the password to open the document.
<
2. Click the Microsoft Office Button (" , point to Prepare, and then click Encrypt Document.
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3. Inthe Encrypt Document dialog box, in the Password box, delete the encrypted password, and
then click OK.

4. Save the file.

Set a password in an Excel spreadsheet
To encrypt your workbook and set a password to open it:

1. Click the Microsoft Office Button (" , point to Prepare, and then click Encrypt Document.
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j New Prepare the document for distribution
= Properties
s 'ﬂ, View and edit workbook properties, such
J Spen as Title, Author, and Keywords.

A7 Inspect Document
Check the workbook for hidden metadata
or personal information.
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[T "] Emcrypt Document
F‘i Saveds * || BUE [ncrease the security of the workbook by
adding encryption. %
Bestrict Permission

Grant peaple access while restricting their ¥
ability to edit, copy, and print.
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:L,' Publish  *

Add a Digital Signature
Emsure the integrity of the workbook by
adding an invisible digital signature.

Mark s Final

Let readers know the workbook is final and
make it read-only.

Run Compatibility Checker

*, Check for features not supported by earlier
] Llase versions of Excel,

€% o b

[j Excel Options i)( Ezitixcel]l

2. Inthe Password box, type a password, and then click OK.

You can type up to 255 characters. By default, this feature uses AES 128-bit advanced encryption.
Encryption is a standard method used to help make your file more secure.

3. Inthe Reenter password box, type the password again, and then click OK.

4. To save the password, save the file.

4
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Remove password protection from an Excel spreadsheet

1. Use the password to open the spreadsheet.
(Ca
2. Click the Microsoft Office Button "~ , point to Prepare, and then click Encrypt Document.

3. Inthe Encrypt Document dialog box, in the Password box, delete the encrypted password, and
then click OK.
4. Save the spreadsheet.

Set a password for a PowerPoint presentation
To encrypt your presentation and set a password to open it:

(s

1. Click the Microsoft Office Button (" , point to Prepare, and then click Encrypt Document.
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j e Prepare the document for distribution

Properties
= view and aait presentation properties,
such as Title, Author, and Keywords.
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. Inspect Document

' Check the presentation Tor hidden
metadata or personal infarmation.

7| Encrypt Document
Imcrease the security of the presentation by

adding encryption. %
Restrict Permission

Grant people access while restricting their  *
ability to edit, copy, and print.

Add a Digital Signature
Ensure the integrity of the presentation by
adding an invisible digital signature.

Mark as Final

Let readers know the presentation is final
Fublish * and make it read-only.
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2. Inthe Password box, type a password, and then click OK.

You can type up to 255 characters. By default, this feature uses AES 128-bit advanced
encryption. Encryption is a standard method used to help make your file more secure.

3. Inthe Reenter password box, type the password again, and then click OK.
4. To save the password, save the file.
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Remove password protection from a PowerPoint presentation

1. Use the password to open the presentation
(Ca
2. Click the Microsoft Office Button *~~ , point to Prepare, and then click Encrypt Document.
3. Inthe Encrypt Document dialog box, in the Password box, delete the encrypted password, and
then click OK.
4. Save the presentation

Reference:

http://office.microsoft.com/en-us/help/password-protect-documents-workbooks-and-presentations-
HA010148333.aspx



http://office.microsoft.com/en-us/help/password-protect-documents-workbooks-and-presentations-HA010148333.aspx
http://office.microsoft.com/en-us/help/password-protect-documents-workbooks-and-presentations-HA010148333.aspx
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Microsoft Office 2010

Set a password for a Word document
To protect your Word 2010 document, use the following options.

1. Inanopen document, click the File tab. The Backstage view opens.
In the Backstage view, click Info.
3. In Permissions, click Protect Document. The following options appear:

N

J Open Permissions

J Close :'J) Anycee Can open, copy, and change sy part of this weekbook
Pretect
Werkbook ~
Recent \6 Mack as [inal

Let readess know the workbook i final
aNd make £ read-only

7] Encrypt with Passweed

LBHJ Require a pasiweed to epen tis

Prct wOrkDook

Peotext Current Sheet

Save & Send = Control what types of changes peopie can
make 10 the curment sheet
Help A Protect WorkBook Structuee
> = Prevent umaaniied changes 10 The struture
of the workbook, 1ch #1 AdEing 1heets
3 - ) »
< N Bestrict Permission by Peopie
£3 & @ Grant pecple accers whise remaving their
st

ADMY 10 e, copy, Of prit

N Add a Digital Signature
- R Ensure the wmtegnty of the workbook by
3Sding an irwiptie digeal wgnatute

4. When you select Encrypt with Password, the Encrypt Document dialog appears. In the
Password box, type a password.

Set a password for a Excel spreadsheet
To protect your Excel 2010 spreadsheet, use the following options.

1. Inan open spreadsheet, click the File tab. The Backstage view opens.
2. Inthe Backstage view, click Info.
3. In Permissions, click Protect Workbook. The following options appear:
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&7 Open Permissions

3 Close ';:U- Anycee can open, copy, and change any pant of ths weekbook
Pretect
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New 5
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Add a Digital Sgnature

R Ensure the megnty of the workbook by
364G an invipbie digtal Hgnature

4. When you select Encrypt with Password, the Encrypt Document dialog appears. In the
Password box, type a password.

Set a password for a PowerPoint presentation
To protect your PowerPoint 2010 presentation, use the following options.

1. Inan open presentation, click the File tab. The Backstage view opens.
In the Backstage view, click Info.
3. In Permissions, click Protect Presentation. The following options appear:
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“J Open 7 Permissicns
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Primt presentation
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Ihew bty 10 edR, copy, o print
Help »  ASS a Dagital Signatuse
Eniure the integrity of the presentation
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£3 on

4. When you select Encrypt with Password, the Encrypt Document dialog appears. In the
Password box, type a password.

Reference:

http://office.microsoft.com/en-us/powerpoint-help/protect-your-document-workbook-or-

presentation-with-passwords-permission-and-other-restrictions-HA010354324.aspx



http://office.microsoft.com/en-us/powerpoint-help/protect-your-document-workbook-or-presentation-with-passwords-permission-and-other-restrictions-HA010354324.aspx
http://office.microsoft.com/en-us/powerpoint-help/protect-your-document-workbook-or-presentation-with-passwords-permission-and-other-restrictions-HA010354324.aspx

