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How to Send Documents Securely on PC or Mac

This wikiHow teaches you how to safely share important documents with others in Windows or macOS. Open
the document in Microsoft Word. The quickest way to do thisis to double-click its file name.

Method 1 of 4:

Passwor d-protecting a Microsoft Word Document (Windows and M ac)
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Open the document in Microsoft Word. The quickest way to do thisisto double-click its file name.
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Click [ Info ).
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Click [ Encrypt with Password .
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Caution: Hyou lose or forget the paspword, it
annot be recovered. It i advisable to keep a list of
i passwards and their corresponding document
g names in a sale place.
(Remember that passwards are case-senditive.)

Create and confirm the document password. Follow the on-screen instructions to type and confirm the
password that will protect your document.
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Savethefile. Click the File menu and select Save to save the new version of your document.



SensitiveMaterial.doc (1522 K)

Micras - (fF- B £ U A- E-EE 33N L

El: ' o 8«ad N

L

Sharethe document with others. Now that the file is password protected, you can send it in avariety of
ways:

1. Attach the document to an email message in Gmail, Outlook, or Mac Mail.

2. Addthefileto acloud drive like Google Drive, iCloud Drive, or Dropbox.

Method 2 of 4:

Attaching Filesto Encrypted M essagesin Outlook (Windows and Mac)
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Open Outlook on your PC or Mac. It'susually in All Apps area of the Start menu in Windows, and in
the Applications folder in macOS.



Send / Receive Falder View Help Q
S | X e B 55
Clean Up ~ 7
Emall ftems~ | oo Junk~
MNew Delete Respond
New Item (Ctrl+N) i S
. Search Current Mailbox O |
Create a new item. L S -
Sent ftems All Unread By Date
Drafts [1] There are more items in this folder
2.

£

¢ R
- Untitl
Insert Options Format Text Review Help
. W = I
A 1 E
Paste , B I ula === == Ad
% Far & [ i 3
= ; I B
Clipboard ] Basic Text
| To.. Il
1= Ce..
Sen T
| Subject
3.

Click the File ) menu. It's near the top-left corner of the screen.
1. If you're using Outlook 2010, click the Options menu, then select M or e Options.
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Click [ Security settings ).
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[V] Encrypt message contents and attachments |
Add digital signature to this message

Send this message as clear text signed
Request S/MIME receipt for this message
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Privacy Mark:

Click [ OK . Thismessage will now be encrypted.
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Enter arecipient, subject, and message.
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Click [ Attach file ). It'sthe paperclip icon at the top of the new message. This opens your computer's
file browser.
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Select the attachment and click [ Open ). This attaches the file to the message.
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Click [_Send ). The message will now be delivered to the recipient.

Method 3 of 4:

Encrypting a Document with EPS (Windows)
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Navigate to the file you want to encrypt. An easy way to do thisisto press?win + E' to open the File
Explorer, then double-click the folder that contains the file.
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Right-click thefile or folder. A context menu will expand.
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Click [ Properties ). It'sthe last option in the menu.
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Advanced Attnbutes

@ Choose the settings you want for this folder.

File attributes

[¥] File is ready for archiving
|| Al this file to have contents indexed in addiion to file properties

Compress or Enarypt attributes
|| Compress contents to save disk space
[#] Encrypt contents to secure data

w2

Check the box next to 'Encrypt contentsto secure data.' It's the last option on the window.



Advanced Attributes

@ Choose the settings you want for this folder.

File attributes

[¥] File is ready for archiving
[] Alover this file to have contents indexed in addition to fie properties

Compress or Enarypt attributes
[T Compress contents to save disk space
[#] Encrypt contents to secure data
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Click [ OK . The selected file or folder is now encrypted. To access thefile or folder, you'll have to use
your Windows login credentials.
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Send the encrypted document.
1. If you encrypted only one file, you can attach it to an email message. Y ou can't compress the folder
and then attach it to an email.
2. If you encrypted afolder, upload it to a cloud drive like Google Drive, iCloud Drive, or Dropbox.
Once uploaded, use the drive's tools to share the files as you wish.

Method 4 of 4:

Encrypting Documents with Disk Utility (M ac)



Add thefile you want to encrypt to a folder. If you're not sure how to do this, see Make a New Folder
on a Computer.

Click the[ Go )menu. It'sat the top of the screen.
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Double-click [ Disk Utility J. This opens the Disk Utility app.




Edit Images Window
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Hover the mouse over [ New J. Another menu will expand.
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Select thefolder you want to encrypt and click [ Choose ).
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Create a password. Enter a new password for the folder into the 'Password' box, then again in the 'Verify'
box.
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Click [ Save ).
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Click [ Done J. Thefilesinthe folder are now encrypted. Now you can upload the folder to a cloud drive
like Google Drive, iCloud Drive, or Dropbox. Once uploaded, use the drive's tools to share the files as you
wish.

Y ou finished reading the article "How to Send Documents Securely on PC or Mac" 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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