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How to remove personal information from a Word
document

Microsoft Word stores additional information such as name, file history, comments, and even where the
document is saved. To ensure that personal information in Word documents is not exposed, follow the
instructions below.

When you send someone a Word document, there's more to it than meets the eye. Microsoft Word stores
additional information like the name, file history, comments, and even where the document is saved. This hidden
datais called metadata, and it persists unless you manually delete it. To make sure your personal information
isn't exposed in your Word document, follow these steps.

Use Document I nspector to remove hidden data

Thisisthe fastest way to find and remove information like author name, previous edits, comments, and other
metadata.

1. Word 2019: Check and protect documents

How to delete metadatain Word

Some document properties may still be stored even when you use the Document Inspector tool.

In the Word document , click File, go to Info, find the Propertiesgroup , click Show All Propertiesto seeall
the properties of the document.
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Properties -
Size

Pages

Words

Total Editing Time
Title

Tags

Comments

Related Dates
Last Modified
Created

Last Printed

Related People
Author

Last Modified By

12.3KB

1

58

1 Minute
Add a title
Add a tag

A0 icomuents

10/31/2024 217 PM
10/31/2024 12:10 PM

AP Angel Park
Add an author

AP Angel Park

Related Docliments

s Open ation

Show All Properties

Now delete all personal information that can be deleted in thisinterface.



Properties -
Size

Pages

Words

Total Editing Time
Title

Tags
Comments
Template
Status
Categories
Subject
Hyperlink Base
Company

Related Dates
Last Modified
Created

Last Printed

Related People
Manager

Author

Last Modified By

12.3KB

1

58

1 Minute
Add a title

Add comments
Normal.dotm

Add text

Add a category
Specify the subject
Add text

Specify the company

10/31/2024 217 PM
10/81/2024 12:10 PM

Specify the manager

AP Angel Park

Add an author

AP Angel Park

Related Documents

= Open File Location

Show Fewer Properties



Stop adding metadatato Word

If you want Word to stop adding metadata information in the first place, you need to change the default user
information.

Click File and select Optionsin the interface.

Save As

Protect Document

) Control what types of changes people can make to this dt
Protect
Document ~
o0 ([ FInspect Document
= |~ Before publishing this file; be aware that it contains:
Check for Document properties and author's name
Account Issues -

Options

Then in the General section, look to the side and find Per sonalize your copy of Microsoft Office, delete or
replace the abbreviation displayed in thisinterface.

| Word Options ? X
.
Update document content while dragging ™ |
Display ScreenTip style: | Show feature descriptions in ScreenTips -
Proofing N N -
[Persnnallze your copy of Microsoft Office ]
Save
User name: Deli
Language -
Initials: D
Ease of Access [] Always use these values regardless of sign in to Office.
Advanced Office Background: | Circles and-Stripes ~
Customize Ribbon Office Theme: Colorful
Quick Access Toolbar Office intelligent services
[ | Add-ins ¥ Intelligent services bring the power of the cloud to the Office apps to help ¥ |

Cancel

Delete notesin Word before sending

If the Word document contains your notes, we should delete the content before sending to ensure your personal
information.

Click on the Review tab at the top, if you see a check mark, click Accept > Accept All Changes. Then select
Delete > Delete All Comments in Document.



File ~ Home |Insert Draw Design Layout References Mailings Review View Help
ﬁ ’3‘ Spelling and Grammar  ~ D fi}’- ¢ New Comment  §2J Next
g =
Editor Chack Caboge - Delete ] |E3 show comments ;
5 Word Count Accessibility ~ h 3 Delete
Proofing Speech Accessibility Language

Delete All Comments in Document

Delete All Resolved Comments

Thiswill delete anything related to your name, like suggestions, edits, or notes.

Save a copy of Word without personal information

Y ou can also have Word automatically delete personal data each time you save.
Step 1.

Click on Optionsthen click on Trust Center , look to the side and click onthe Trust Center Settings button .

e —— — - - B . A 4
Word Options ? X
|
General
Help keep your documents safe and your computer secure and healthy.
Display
Proofing Security & more
Save Visit Office.com to learn more about protecting your privacy and security.
Language Microsoft Trustworthy Computing

Ease of Access

Advanced .
The Trust Center contains security and privacy settings. These

Microsoft Word Trust Center |
settings help keep your computer secure. We recommend that

Trust Center Setti |
you do not change these settings. 1

Quick Access Toalbar |

Customize Ribbon

| Add-ins |

|
|

Cancel

Step 2:

Next, click on Privacy Optionsto set up privacy mode.

5
Trusted Publishers Macro Settings
Trusted Locations
Disable all macros without notification
|| Trusted Documents s —_—_—
®) Disable all macros with notification

Trusted Add-in Catalogs Disable all macros except digitally signed macros

Add-ins Enable all macros (not recommended; potentially dangerous code can run)

ActiveX Settings Developer Macro Sattings

Macro Settings : -
9 [ Trust access to the VBA project object model

Protected View
Message Bar

File Block Settings

|



Look to the right and select Remove per sonal information from file properties on save.

(Trust Center ? X “
| WOCGI G TGRS Progust TMTETO VGO DUssd O oS SIS e W Ty W ves |
Publi -
Tristed Piblishers Let Office connect to online services from Microsoft to provide functionality that's
Trusted Locations relevant to your usage and preferences.
|| Trusted Documents Read our privacy statement
Trusted Add-in Catalogs Document-specific settings
Add:ins [[] Warn before printing, saving or sending afile that contains tracked changes or
ActiveX Settings comments
. Store random numbers to improve Combine accuracy “i
y
Macro Settings
Make hidden markup visible when opening or saving
Protected View
Message Bar
Document Inspector...
File Block Settings
. . Research & Reference
Privacy Options
Translation Options...
Research Options...
-

Cancel

Y ou finished reading the article "How to remove personal information from a Word document” edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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