Password protect documents,
workbooks, and presentations

By default, this feature uses AES 128-bit advanced encryption.

Applies to 2007 or NEWER:

Access, Excel, InfoPath, OneNote,
PowerPoint, Publisher, Visio, Word

Set a password in a Word 2007 OR NEWER document

To encrypt your file and set a password to open it:

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

Q.h{ Publish »
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__-l Close

Prepare the document for distribution

5 Properties
65 =) View and edit document properties, such
as Title, Author, and Keywords.

F:'_‘ ~, Inspect Document
=" Check the document for hidden metadata
or personal information.

(1] Encrypt Document
Y[l Increase the security of the document by
adding encryption.
& 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
make it read-only.

Run Compatibility Checker
Check for features not supported by earlier
versions of Word.

U

l *] Word Options ] [)( Exit Word.i

and then click OK.

To save the password, save the file.

In the Encrypt Document dialog box, in the Password box, type a password, and then click OK.
In the Confirm Password dialog box, in the Reenter password box, type the password again,
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Password protect documents, | Applies to 2007 or NEWER:
WOI’kbOOkS and Dl’esentations Access, Excel, InfoPath, OneNote,

By default, this feature uses AES 128-bit advanced encryption.

PowerPoint, Publisher, Visio, Word

Set a password in an Excel 2007 OR NEWER spreadsheet

To encrypt your workbook and set a password to open it:

Ca

1. Click the Microsoft Office Button ( ', point to Prepare, and then click Encrypt Document.
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Prepare the document for distribution

=

o

—
=
— -

Ld -

_._'l_j

» o

Le®

d[i
|

f_i]z

Properties
View and edit workbook properties, such
as Title, Author, and Keywords.

Inspect Document

Check the workbook for hidden metadata
or personal information.

Encrypt Document

Increase the security of the workbook by
adding encryption.

Restrict Permissi

Grant people access while restricting their
ability to edit, copy, and print.

Add a Digital Signature

Ensure the integrity of the workbook by
adding an invisible digital signature.

Mark as Final

Let readers know the workbook is final and
make it read-only.

Run Compatibility Checker
Check for features not supported by earlier
versions of Excel.
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| ) Excel Options || X Exit Excel ||

2. Inthe Password box, type a password, and then click OK.

w

4. To save the password, save the file.

In the Reenter password box, type the password again, and then click OK.
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Password protect documents, | Applies to:

. Core Office Suite — Word 2010, Excel
WorkbOOkS’ and presentatlons 2010, Powerpoint 2010, Access 2010,

By default, this feature uses AES 128-bit advanced encryption. | onaNote 2010

Set a password in an Office 2010 document

Because the new password protection process for Office 2010 is consistent across
the core Office suite (Word 2010 Excel 2010, PowerPoint 2010) the process is
demonstrated just once using Word 2010.

1. Click the File tab, then click Info. One the menu to the right click Protect Document and click
Encrypt with Password.

@[ - Yls testdoc2.docx - Microsoft Word Picture Tools
File l Home Insert Page Layout References Mailings Review View Format
, g"" Save 3
T Information about testdoc2
ave As
. https://ubtdjl.docs.live.net/220ceaf024d3e30f/ * 2Documents/testdoc2.docx
(L7 Open
1 A :
| Close ﬂ Wi
@ "I Permissions
[._'-IE Anyone can open, copy, and change any part of this document.
Protect
Recent Document ~
e Mark as Final
New Let readers know the document is final
and make it read-only.
Print Encrypt with Password that it contains:
Require a password to open this r's name and related dates
Share document.
% Restrict Editing sabilities are unable to read
He]p | E Control what types of changes people
can make to this document.

\ | D m~f .
CHFOPFfPEOSREEOFF

2. The encrypt Document dialog box will appear, type in a strong password and click OK to
finish.
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Password protect documents, | Applies to:
WorkbOOkS and Dl’esentations Core Office suite — Word 2013, Excel

fault. this f ) ] 2013, Powerpoint 2013, Access 2013,
By default, this feature uses AES 128-bit advanced encryption. OneNote 2013

Set a password in an Office 2013 document

Because the new password protection process for Office 2013 is consistent across
the core Office suite (Word 2013 Excel 2013, PowerPoint 2013) the process is
demonstrated just once using Word 2013.

1. Click File.
BB H S O & - Documentl - Micrg
ﬁ HOME = INSERT  DESIGN  PAGE LAYOUT @
% [Calibri Body) 1 K & na- 2 =
it alibri (Bo ks b A d > =
) | Info
Paste . B I U-abex.x A-¥-A- =
Clipboard = Font & Mew
o Protect Document
= B Open 4” Control what types of changes p
Protect document.
e Du{ul{:}.nt'
Save As
This is very top Secret! This is very top Pri @ |ﬂSpE‘Ct Document
. — HR = Before publishing this file, be aw:
This is very top Secret! This is very top Clsheck for Document properties and aj
Chars sues * "
This is very top Secret! This is very top Sht e " Contentthat people with dig
t0 read . :
= This is very top Secret! This is very top Fumnrt
This is wery top Secret! This is very top )
This Is SERA6) YRR ekbp 2. Under the Info tab, click Protect Document.
» Protect Document
i Control what types of changes peop
Protect document.
e
Mark as Final
i I_%g Letypeslen ke thedocument s 3. Click Encrypt with Password, enter your
. final and make it read-only : ryp 4 Y
Print Encrypt with Password aret password when prompted and click OK.
_ Password-protect this document dtho
Share sabilf
i |:t‘ Restrict Editing
Hport Control the types of changes others
can make
Close
D Add a Digital Signature
E Ensure the integrity of the document prs
by adding an invisible digital signature
Account ETOOVVIOST.CO
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