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

e 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.

e 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.

e 'aS AGNRY3I LI adag2NRa F2NI FA{S LINRPGISOGA2Y O
names of friends and family are NOT strong passwords. Groups of random numbers and
letters are best.

e The steps for adding password protection to MS Excel 2007 workbooks and MS
PowerPoint 2007 presentations are exactly the sames 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 passw_ord protect.

2. Clickthe Microsoft Office Button i (Figure 1, item 1), selectPrepare (Figure 1, item
2), and then clickEncrypt 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 clickOK (Figure 2, item 4).

Figure 2

Encrypt Document

Encrypt the contents of this file
Password:

Caution: If you lose or forget the password, it cannot be \:.)
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[Remember that passwords are case-sensitive.)

I oK l[ Cancel ]

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 clickOK (Figure 3, item 5).

Figure 3
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I Ok, ] [ Cancel

5. Save the file.

5|Page



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 clickOK (Figure 4, item 1).

Figure 4
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E‘.
3. Clickthe Microsoft Office Button (“?’ (Figure 5, item 2), selectPrepare (Figure 5, item
3), and then clickEncrypt Document (Figure 5, item 4).

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

Figure 6
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5. Save the 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. Clickthe Microsoft Office Button (;3 (Figure 7, item 1) then clickSave As (Figure 7,
item 2).

Figure 7
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2. At the bottom of the Save As dialog box, clickthe Tools button (Figure 8, item 3).

Figure 8
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3. On the Tools menu clickGeneral Options (Figure 9, item 4).

Figure 9
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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
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6. Check that the file is named correctly and then click Save.

=
1. Clickthe Microsoft Office Button (G (Figure 12, item 1) and then clickSave As (Figure
12, item 2).

o @ —— —
\-) D New Save a copy of the document

@"H Word Document

~ =| Savethe document in the default file
Qpen format.

‘Word Template

|

L

Save = | Save the document as a template that can
- be used to format future documents.

= IEJ ‘Word 37-2003 Document
& Save As ’ =| Save a copy of the document that is fully
compatible with Word 87-2003.

@ iEn ) ‘ PDF or XPS
- =g Publish a copy of the document as a PDF or

XPS file,

Prepare » —]J Other Formats
Open the Save As dialog box to select fram

@ all possible file types.
Send »
A7 pupisn o

@ Waorkflows

|_T Llose

[ word options | [ X Exit word

10| Page



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

Figure 13
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Figure 14
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3. On the Tools menu clickGeneral Options (Figure 14, item 4).
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4. The General Options dialog box opens. In the File sharing options for this document
group, deletethe password in the Password to modify text box (Figure 15, item 5).

Figure 15
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5. Clickok.
6. The Save As dialog window will reappear. dick 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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