How to Password Protect MS Word, Adobe PDF, and MS Excel files.

Microsoft Word 2010:
1. Select File in the top left corner of Microsoft Word.
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2. Under the Info Section, Click Protect Document and Select Encrypt with Password.
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3. Enter a Password and Click OK.
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Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive. )
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Reenter the Password and Click OK. Finally, Save the document.
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Caution: If you lose or forget the password, it cannot be
recovered, It iz advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive, )
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Adobe Acrobat (PDF):
1.

Select File in the top left corner of Adobe Acrobat and then Select Properties...
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Under the Security tab, Select Password Security.

Document Properties

Description | Security | Fonts | Initial View | Custom |Advanced

Document Security

The document's Security Method restricts what can be done to the document. To remove security
restrictions, set the Security Method to Mo Security.
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3. Next, you will need to Check the box Require a password to open document. This will allow you to
enter a password. After entering a password select OK.
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@ Encrypt all document contents
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1 All contents of the document will be encrypted and search engines will not be able to access the document's metadata.
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ﬂ This passwaord will be required to open the document.
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["] Restrict editing and printing of the document. A password will be required in order to change these permission settings.
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4. Reenter the password and hit OK.
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5. Save the document. Saving will apply the password.



Microsoft Excel 2010:
1. Select File in the top left corner of Microsoft Excel.
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2. Under the Info Section, Click Protect Document and Select Encrypt with Password.
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3. Enter a Password and Click OK. Next, Reenter the Password and Click OK. Finally, Save the
document.
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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.)
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