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Set password to protect and encrypt documentsin
Office 2013

The password and document encryption feature in Office 2013 is applicable for both Word, Excel and
PowerPoint and is very effective in protecting sensitive data despite extremely simple implementation. However,
many people may be unfamiliar with these two great features. The article will show you how to create a
password

TipsMake.com - The password and document encryption feature in Office 2013 is applicable for both
Word, Excel and PowerPoint and is very effective in protecting sensitive data despite extremely simple
implementation. However, many people may be unfamiliar with these two great features. The article will show
you how to create passwords and encrypt documents on Office 2013.

The steps for creating passwords and encryption are exactly the same on both Word, Excel, and PowerPoint
2013 so only Word is used as aguide.

Firgt, click File.
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In the Info tab section, click Protect Document .
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There are afew options available to help protect the document. Click on the Encrypt option with Password .



Protect Document

4" Mark as Final

Let readers know the document is
final and make it read-only

Encrypt with Password
G’ Password-protect this document

[

Restrict Editing

Control the types of changes others
can make

D Add a Digital Signature
ﬁ Ensure the integrity of the document
by adding an invisible digital signature

Close

Enter a password in the window that appears and click OK .
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Caution: If you lose or forget the password, it
cannot be recovered, It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

(Remember that passwords are case-sensitive.)
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Word 2013 will require a confirmation of the password and after completion, on the Info page will display a
message indicating the document is protected and need to enter the password to open.




Info

Protect Document

& A password is required to open this document.

Protect
Document ~
D Inspect Document

If you want to remove the password and decrypt the document, just repeat the steps above and then remove the
password when asked.

Y ou finished reading the article "Set password to protect and encrypt documentsin Office 2013" 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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