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How to lock the Text box in Word

Locking the Text box in Word to limit the content changes, edit the format of the Text box.

Text boxes in Word are often used to highlight certain content when creating a text box, plus the use of some
other effects for the Text box. In case you work with many people and want to limit the change of the text box
content as well as other customizations, you can lock the Text box again.

The password is then set to protect the Text Box from any changes. And if others want to edit the content or
change the format for the Text box, you must enter the correct password. So, besides creating a password for the
entire Word file, the user has the option to select a Word data key or block specific components such as Word's
Header, Footer key. The following article will guide you how to lock the Text box on Word.

1. Instructions for attaching filesin Word

2. How to insert, delete watermark in Word documents
3. How to create a cover pagein Word

4. How to use PDF Page Lock to lock PDF files

| nstructionsto create password Text box on Word

Step 1.

First, we create the Word Text box as usual. Then edit the format for frames or scripts depending on the user.
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Step 2:
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Next, click on the Developer tab on Word's toolbar. Click on Restrict Editing .

Step 3.
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Restrict Editing

Limit how much others can edit and
format the document,

For example, you can prevent
formatting changes, force all
changes to be tracked, or allow only

commenting.
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Display Restrict Editing interface right next to the interface. Here we customize the option to allow editing. At
the Editing restrictions check box select Allow only thistype of editing in the document .

Below switch to No changes (Read only) only allows content to be read, no more options to change.

Restrict Editi.. ~ *

1. Formatting restrictions

|:| Limit formatting to a selection
of styles

Settings...

2. Editing restrictions

Allow only this type of editing
in the document:

Mo changes (Read only) |~

Exceptions (optional)

Select parts of the document and
choose users who are allowed to
freely edit them.

Groups:
[C][Everyone

2% More users..,

3. Start enforcement
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Step 4:

Press Ctrl + A to select the entire content on the Word document, then click on each Text box to remove the
content box from the selection. Continue to ook next to the Exceptions (optional) area and select Everyone to
allow everyone to edit the selected content, which is the text content except for the text box.

Finally, click on Yes, Start Enfor cing Protection at Restrict Editing to intercept the content of the text box.
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Mo changes (Read only] |+

Exceptions (optional)

Select parts of the document and
choose users who are allowed to
freely edit them.
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3. S5tart enforcement

Are you ready to apply these
settings? (You can turn them off
later)

a‘fes, Start Enforcing Protection

See also

Restrict permission...
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Step 5:

Finally enter the password to lock the text box content and press Ok to save.
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thém tuy chon thay doi.

Start Enforcing Protection ? X

Protection method

O”{IJ (®) Password

[The document is not encrypted. Malicious users can edit

the file and remove the password.)
Enter new password [optional):
Reenter password to confirm:

D User authentication

[Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is

enabled.)

The Text box frame results are locked and cannot be edited.

Step 6:

ictions tich chon vao Allow only this type of editing in the
iment.

duéi chuyén sang No changes (Read only) chi cho phép doc noi
» ma thoi, khong cé thém tiy chon thay déi.
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If you want to stop locking the Text box, click Stop Protection .




Your permissions

This document is protected from
unintentional editing.
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Find Mext Region | Can Edit

Show All Regions | Can Edit
Highlight the regions | can edit

S5top Protection
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Just like locking a data area on Word, the password creation process for the Text box does the same. The other
person cannot change any content, edit the format for the content in the Text box unless the correct password is
entered.

| wish you all success!

Y ou finished reading the article "How to lock the Text box in Word" 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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