Password Protect an Excel Document

Open the document

Go to File > Info > Protect Workbook > Encrypt with Password
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Protect Workbook

Control what types of changes people can make to this workbook.

Inspect Workbook

Eefore publishing this file, be aware that it contains:
Author's name and absolute path

Enter a password and click OK. Reenter password when asked to confirm password.

Encrypt Document

Encrypt the contents of this file

Password:

names in a safe place.
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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

[Remember that passwords are case-sensitive,)
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The next time the file is opened, you will need to enter your password.



Password Protect a Word Document

Open document
Go to File > Info > Protect Document > Encrypt with Password
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,4’ Control what types of changes people can make to this document.
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Enter a password and click OK. Reenter password when asked to confirm password.

Encrypt Document [} x

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,)

The next time the file is opened, you will need to enter your password.



