o
\_'! Lock That .Doc!

A BDN Firm guide on how to lock a Word Document

1. Goto “Tools” on the menu bar and select “Options...”
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2. This will bring up a multi-tabbed window, select the “Security” Tab.

Options
| User Infarmation || Compatibility || File Locations |
| iew | General || Edit || Prink || Save |
Security | Speliing & Grammar || Track Changes |

File encryption options For this docurment

Password to open: || | advanced...

File sharing options For this document

Password bo modify: | |

[ read-only recommended

’Qigital Signatures. .. ] [ Protect Document. .. ]

Privacy options
[ Remove personal information From file properties on save

[] warn before printing, saving or sending a file that contains tracked
changes or comments

Stare random number to improve merge accuracy
Make hidden markup visible when opening or saving

Macro security

Adjust the security level for opening files that might Macro Security...

contain macra viruses and specify the names af
trusted macro developers.

[ CK ][ Cancel ]
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3. Now, Lock That .Doc! Select a password to open the document and click okay.
It is very important that you remember what this password is because once
secured, it will only open with that password.

4. Reenter the password in the popup window and click okay.

User Information I Com_patibili_tv File Locations |
View | Gemeral | Edit | Print | Save
l Security L Speling & Grammar I Track Changes

File encryption options For this document

Passwordtoopen:  |ssss | [ dvanced...

File sharing options For this document

Confirm Password

Reenter password to open:

Caution: IF wou lose or Forget the passward, it cannok be
recovered, (Remember that passwords are case sensitive. )

[ o] 4 ] [ Cancel

Store random number ko improve merge accuracy
Make hidden markup visible when opening or saving
Macro security
Adjust the security level for opening files that might
contain macro viruses and specify the names of

trusted macro developers.,

[ 0K ] [ Cancel ]

5. Save the document, and close.

6. Verify it! This is the most important step. Verify that the document is locked.
When you try and reopen the document it should prompt you to enter the

password. If not, try repeating the steps. If you are still having difficulties do not
be afraid to contact Alison.

Thanks for helping to keep your information secure!
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