Microsoft Word and Microsoft Excel both have the ability to assist you in protecting your
document's security. This "How Do I" document provides you with the steps necessary to protect
your document from prying eyes.

Please remember than when password protecting a document, the person who is receiving the
document must also have the password or they will not be able to view or modify it.

IMPORTANT: Do not include the password in the same email as the file you are sending. If the

email is intercepted the person intercepting it will have both the document and the password,
defeating the purpose of password protecting the document in the first place.

Microsoft Word Password Protection

Once you have completed your document there are only a few simple steps required to protect it.
First left-click on the "Tools" menu and then select "Options" from the drop down menu.

.....

File Edit Miew Insert  Format | Tools i Table MathTwpe ‘Window Help

DEeEdg &Y 4 %" speling and Grammar, .. 7
=% E E Ei | g g Language .
- Word Count..,.

- Final Showing Markup * Show = 4

=

#]  AutoSummarize. ..

Speech

'i‘_s:? Track Changes Zkrl+Shift+E
Zompare and Merge Documents. ..
Prokect Document. ..
Online Collabaoration 3
Letters and Mailings 3
Tools on the \Web. ..
Macro k
Templates and Add-Ins. ..

Z=  AutoCarrect Ophions...

Customize. ..

opkions, ..,

On the "Options" screen that appears you must left-click on the 'Security’ tab to display the
window shown below.
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Once you have clicked on the 'Security Tab' you must enter a password in the "Password to
Open:" box. Doing this prevents anyone from being able to open the document without the
password you assign.

Remember to use a unique password that will not be easy for someone else to figure out.

Click on OK once you have chosen a password. The window shown below will appear asking you
to verify the password you entered.
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Once you have done this save the document as you normally would.




Microsoft Excel Password Protection

Once you have completed your document there are only a few simple steps required to protect it.
First left-click on the "Tools" menu and then select "Options" from the drop down menu.
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On the "Options" screen that appears you must left-click on the 'Security’ tab to display the

window shown below.
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Once you have clicked on the 'Security Tab' you must enter a password in the *Password to
Open:’ box. Doing this prevents anyone from being able to open the document without the

password you assign.

Remember to use a unique password that will not be easy for someone else to figure out.

Click on OK once you have chosen a password. The window shown below will appear asking you

to verify the password you entered.
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Once you have done this save the document as you normally would.



