Password Protect a Word 2007 document.

1. Click the Microsoft Office Button @ , and then click Save As.
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2. Click Tools, and then click General Options.

@}"L » Computer » Local Duk (C) » Users » skraute AMER » Documents » temp -]5“5«-@ R!
Favorite Link Name Dstemodfied  Type ze Togs
3 Temples &) greenyPasswced docs
=
-
Authory WMeGeoove Toge Weed 2007 SecuntyEnc. #he: How To Encrypt Office Documents
[ Sove Thumbnad
* Hode Folden i Corcel |
— Map Network Drive..
Save Options...
*  fyouwant reviewers 10 enter a password before they can view the document, Generat Optacns.. b
Web Optiees..

Password to open box




3. Do one or both of the following:

¢ [f you want reviewers to enter a password before they can view the document, type a

password in the Password to open box.
s [f you want reviewers to enter a password before they can save changes to the document,

type a password in the Password to modify box.
e Click OK when completed & click the Save button. (Don’t forget to give the document a

name also)
s ALL DONE!
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File encryption options for this document
Password to open: |
File sharing options for this document
Password to modify: |
[] Read-only recommended

Macro security
Adjust the security level for opening files that might

contain macro viruses and spedfy the names of

trusted macro developers.




