Protecting Word Documents

1.

Start Enforcing Protection

On the Tools menu, click Protect
Document. The Protect Document task
pane opens. 2>

Click (under 2. Editing restrictions) Allow
only this type of editing in the
document.

Select Filling in forms that appear in the
list box of choices.

Click Yes, Start Enforcing Protection.
The Start Enforcing Protection dialog
box below appears.

Pratection method

{*) Password

(Users wha know the passward can remove docurment
protection, The document is not encrypked. )

Enketr new passward (optional): || |

Reenter password to confirmm: | |

[ 8] 4 ][ Cancel ]

]

Protect Document -
€10|a
1. Formatting restrictions

[ ] Limnit Formatking ko a selection of
styles

Setkings. ..
2. Editing restrictions

[ ] allaw only this bype of editing in
the document:

3. Start enforcement

Are you ready to apply these
settings? (You can turn Ehem aff
|aker)

See also

Restrick permission. ..

5. Enter the document protection password in each text box.

6. Click OK. Your Word document is now protected and only those who

know the password can remove the protection.




