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Procedures on how to Protect Microsoft Word (2010) Documents

1. Select the File tab> Protect Document
[image: image1.png]Home  Inset  Pagelayout  References  Mailings  Review  View  Acobat

FED
B savens

25 Open

print
Save & Send

Help
Addins -

3 options

3 Bit

Information about Documentl

Protect
Document -

Versions -

Anyone can open, copy, and change any part of this document,

Prepare for Sharing

Before sharing this file, be aware that i conteins:
Document properties and author's name
Content that people with disabilties are unable to read

Versions
4] There are no previous versions of this file.




2. Select Restrict Editing or the appropriate selection from the menu.
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3. Make appropriate selections for numbers one, two, and/or three.  Select Yes, Start Enforcing Protection button.
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4. Enter and reenter password. Select the OK button.
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5. Save Document.
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