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Password protection in Microsoft Office 2007  
 
The 2007 Microsoft Office system has a built-in method for adding password protection to 
documents, workbooks, and presentations. Password protecting files is one way to keep them 
secured. 
 
There are two ways to use password protection:  

1. Require a password to open a file. 
2. Require a password to modify a file. 

 
If the file is to be shared among authorized users, add a password to open it. If the file is to be 
modified by authorized editors only, add a password to modify it.  

Before beginning  
 

Before adding password protection to a file, keep the following information in mind: 
 

 Microsoft cannot retrieve forgotten passwords. If you use password protection on a file 
and you lose or forget that password, the file cannot be opened. 

 If you are protecting a file to send via email, ask the receiver to call you to get the 
password. Do not send a password with the file it protects. 

 ¦ǎŜ ǎǘǊƻƴƎ ǇŀǎǎǿƻǊŘǎ ŦƻǊ ŦƛƭŜ ǇǊƻǘŜŎǘƛƻƴΦ ¸ƻǳǊ ǇŜǘΩǎ ƴŀƳŜΣ ŦŀƳƛƭȅ ōƛǊǘƘŘŀǘŜǎΣ ŀƴŘ ƎƛǾŜƴ 
names of friends and family are NOT strong passwords. Groups of random numbers and 
letters are best. 

 The steps for adding password protection to MS Excel 2007 workbooks and MS 
PowerPoint 2007 presentations are exactly the same as those used in MS Word 2007 
documents, and can be used to add protection to both of these file types as well.  
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Setting a password to open  a file  
 

 
1. Open the file that you want to password protect. 

2. Click the Microsoft Office Button  (Figure 1, item 1), select Prepare (Figure 1, item 
2), and then click Encrypt Document (Figure 1, item 3).  
 

Figure 1 
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3. In the Encrypt Document dialog box, in the Password text area, type a password and 
then click OK (Figure 2, item 4).  

 
Figure 2 
 

 
 
The password may be up to 255 characters in length. 
 

4. In the Confirm Password dialog box, in the Reenter password text area, type the 
password again and then click OK (Figure 3, item 5).   

 
Figure 3 
 

 
 

5. Save the file.  
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Removing password protection from a file  
 
To remove the password protection from the file: 
 

Open the file in the program used to create it (Word, PowerPoint, or Excel). There will be a 
password prompt. Type the correct password to open the file. The file must be open for 
password protection to be removed. 
 

1. Open the file you want to remove password protection from.  
2. In the Password dialog box, type the password and then click OK (Figure 4, item 1). 

 

Figure 4 
 

 
 

3. Click the Microsoft Office Button  (Figure 5, item 2), select Prepare (Figure 5, item 
3), and then click Encrypt Document (Figure 5, item 4). 

 

Figure 5 
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4. In the Encrypt Document dialog box, in the Password text area, delete the encrypted 
password and click OK (Figure 6, item 5). 

 

Figure 6 
 

 
 

5. Save the file. 

Setting a password to modify a file  
 
In addition to setting a password to open a file, a password can be set to protect the file from 
unauthorized modification. To set the modification password: 
 

1. Click the Microsoft Office Button  (Figure 7, item 1) then click Save As (Figure 7, 
item 2). 

 

Figure 7 
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2. At the bottom of the Save As dialog box, click the Tools button (Figure 8, item 3). 
 
Figure 8 
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3. On the Tools menu click General Options (Figure 9, item 4). 
 
Figure 9 
 

 
 

 
4.  The General Options dialog box opens. In the File sharing options for this document 

group, type a password in the Password to modify text box (Figure 10, item 5). 
 
Figure 10 
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5. In the Confirm Password dialog, re-type the password and then click OK (Figure 11, item 
6). The Save As dialog window will reappear.  
 

Figure 11 
 

 
 

6. Check that the file is named correctly and then click Save.  

Removing password protection from a modifi able file  
 

1. Click the Microsoft Office Button  (Figure 12, item 1) and then click Save As (Figure 
12, item 2). 

 
Figure 12 
 

 
 
 
 
 

 1 

 2 

 6 



11 | P a g e  
 

2. At the bottom of the Save As dialog box, click the Tools button (Figure 13, item 3). 
 
Figure 13 
 

 
 

3. On the Tools menu click General Options (Figure 14, item 4). 
 
Figure 14 
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4.  The General Options dialog box opens. In the File sharing options for this document 
group, delete the password in the Password to modify text box (Figure 15, item 5). 

 
Figure 15 
 

 
 

5. Click OK. 
6. The Save As dialog window will reappear. Click Save to remove password. 

 
If you have questions or need more information or help with one of these topics, please contact 
the ITTS Help Desk at 910-672-2085. 
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