Protecting your files with a Password

Some programs give the user an option for protecting the file with a password. In Word 2010,
for example, when a file is open, the file has the Permissions option available.

1. Click on the File Menu.
2. Choose the Info tab on the list.
3. Click on the Protect Document button.

Documentl - Microsoft Word

Haome Insert Page Layout References Mailings Rewiew Wiew
H Save .
Information about Documentl
E Save s
= open . -
= . Permissions -—
B Close L?i ?-I Argone can open, copy, and change any part of this document,
Protect
Document =

Recent

-~ Prepare for Sharing Froperties ~
Mew (=3 Before sharing this file, be aware that it contains: Size

= Document properties, author's narme and cropped out irmage data Fages 3
Print Check for e

T —— Content that people with disabilities are unable to read wards o
Total Editing Time 4 Minutes
Save & Send Title
) Tags

Help I Versions Comments

'\]3 ] There are no previous versions of this file,
=] Options MrEag Related Dates
@ Evit Wersions ¥ Last Modified

Created Today, 9:59 &

4. Choose Encrypt with Password

Information about Documentl

. Permissions
;LEl-i ;—I Spyeone can open, copy, and change amy part of this document,
Protect
Docurnent =

Mark as Final

g
Let readers know the dacument is final
8 ¥ B Bl ST G ol - W Bl =1 [V
/=] Encrypt with Password that it contains:
t Require a password to open this hor's name
ROCEN idhilities are unahble to read

Restrict Editing

Controlwhat types of changes peaple
can make to this document,

Restrict Permission by People

Grant people access while removing ¥ ns of this file,
their ability to edit, copy, or print,

J od S| BB

Add a Digital Signature

Enzure the integrity of the document
by adding an invisible digital signature,

|
3O




5. Type in a password in the dialog box. Then click OK.
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6. Type in a Password that you will remember, or make a copy of the original file, because
once you set the password, it cannot be recovered.



