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About
When dealing with sensitive information, it is important to be aware of the security of your

files. Below you will find instructions on locking and encrypting Microsoft Office files.

How to Lock and Encrypt Files
1) To Lock and encrypt the file you will need to have the document open on

your screen. In the top left corner, you will have the File menu.

Configure Slc email - Android ¥3_June2017 - Word

Insert Design Layout References ACROBAT Q@ Tellme you want to do...
i Verdana 11 <A A |Aav |l == [ EE T L
D Cop =7 = i- ==z AaBbCcD AaBbCc 4aB6CeD: AaBbCc AaBbCcDc aaBbCcDd  Aa
Paste - o & - Ay = == | =- " i cic i i <
= ~ Format Painter B I U-~-aex,x [AH-F-A = === | = Body DocTitle Emphasis |THeading 1) THeading3 T Normal 5
Clipboard ] Font [F] Paragraph [F] Styles
L te2oa a1 g [ SR A SUR TR NI SR B -SUN SN B JUN B S B (RN & RS =R B E RN RS XN R YA -

2) This will then open the File Menu. On the first screen that loads you will

have options to Protect Document, Inspect Document and Manage document.
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3) When you click the protect document button a menu will open. On this menu

you will need to select Encrypt with Password

Protect Document
J’ Control what types of changes people can make to this document.

Protect
Document ~

D Mark as Final
S Let readers know the document is

Encrypt with Password
f Password-protect this document

rare that it contains:
ar's name and related dates

Restrict Editing
Control the types of changes others sabilities find difficult to read

can make

D Restrict Access
@ Grant people access while removing ¥
their ability to edit, copy, or print. r unsaved changes.

D Add a Digital Signature
8 Ensure the integrity of the document

by adding an invisible digital signature

ges.
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4) You will then see a dialog box opening with a field for you to enter a

password. You will need to enter the chosen password twice.

Encrypt Document ? *

Encrypt the contents of this file

Password:

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.)

Cancel

5) You till then notice a message under Protect Document saying, “A password

is required to open this document”.

Protect Document

ﬁ A& A password is required to open this docurment.
Protect

Document ~

The document is now locked and encrypted. If you are sharing the document,

all users will need to use the same password.
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