Encrypt and set a password to open a Word document

To encrypt your file and set a password to open it, do the following:

1. Click the Microsoft Office Button @ , point to Prepare, and then click Encrypt Document.

|" j New Prepare the document for distribution
= | B Properties
~u D= view and edit document properties, such
[y Open as Title, Author, and Keywords.

Inspect Document

Check the document for hidden metadata
or personal information.

Enarypt Document

ﬂ Save a5 ¥ Increase the security of the document 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 document by
adding an invisible digital signature.

Mark as Final

Let readers know the document is final and

g' Publish * make it read-only.

=& Run Compatibility Checker
- Check for features not supported by earlier
| Chose versions of Word.

T
B OB ®

£

| &] Word Optjons || X Exit Word |

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.



To allow only authorized reviewers to modify your content, do the following:
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2. Click Tools, and then click General Options.
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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. By default, this feature uses advanced encryption, but unlike using the
Encrypt Document command described above in Encrypt and set a password to open a documen, it

does not allow you to type up to 255 characters, only up to 15 characters.

= |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. This feature does not use any encryption method. It is
designed so you can collaborate with content reviewers you trust. It is not designed to help make your

file more secure.

NOTE | Both passwords You can assign both passwords — one to access the file and one to provide
specific reviewers with permission to modify its content. Make sure each password is different from the

other.



4. If you don't want content reviewers to accidentally modify the file, select the Read-only recommended

check box. When the reviewers open the file, they are asked if they want to open the file as read-only.
5. Click OK.
6. When prompted, retype your passwords to confirm them, and then click OK.
7. Inthe Save As dialog box, click Save.
8. If prompted, click Yes to replace the existing document.

If you decide to password protect a file be very careful when typing in the
password. If you type the password in incorrectly when you first set it up or



