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Word 2016 Complete Guide (Part 25): How to check
and protect Word documents

When sharing certain Word documents, you may not want to include sensitive personal information or don't
want othersto edit your document file. Fortunately, the Word 2016 has a built-in feature to help document
checks and protections. Please follow the article below to see details on how to do it.

When sharing certain Word documents, you may not want to include sensitive personal information or don't
want others to edit your document file. Fortunately, the Word 2016 has a built-in feature to help document
checks and protections. Please follow the article below to see details on how to do it.

1. Complete Word 2016 tutorial (Part 22): How to create a chart
2. Word 2016 full guide (Part 23): How to check spelling and grammar

Thetool checksthe Document I nspector document

Whenever you create or edit a Word file, personal information may be automatically added to the document (for
example, the author's information). Y ou can use the Document I nspector tool to remove this information before
sharing it with others.

Use Document | nspector

Step 1: Click the File tab to access the Backstage view (the center for document management).

Step 2: From the Info panel , click Check for Issues, then click I nspect Document from the drop-down menu.
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Step 3. At this time, the Document Inspector window will appear. You can check or uncheck the boxes,
depending on the content you want to review, then click I nspect. In this example, we will select all.

Document Inspectar ? x

To check the document for the selected content, dlick Inspect.

E4l comments, Revisions, Versions, and Annotations z
Inspects the document for comments, versions, revision marks, and ink annotations.

E Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

41 Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document.

Embedded Documents

Inspects for embedded documents, which may include information that's not visible in
the file.

Macros, Forms, and ActiveX Controls
Inspects for macras, forms, and ActiveX contrals,

kA collapsed Headings
Inspects the document for text that has been collapsed under a heading.

[ Custom XML Data
Inspects for custom XML data stored with this document.

Close




Step 4: The test results will display an exclamation mark next to the parts where it finds data that is deemed
sensitive and has a delete button (Remove All) for each type. Y ou can click Remove All to delete that data.

Document Inspector [ *

Review the inspection results,
I Comments, Revisions, Versions, and Annotations Remove All o
The following items were found:
* Comments

| Document Properties and Personal Information

Remaove All
The following document information was found:
* Document properties
* Author
@ Task Pane Add-ins
We did not find any Task Pane add-ins.
) Embedded Documents
HNo embedded documents were found,
@ Macros, Forms, and ActiveX Controls
Mo macros, forms, or ActiveX controls were found.
) collapsed Headings
Mo collapsed headings were found.
| @ Custom XML Data |

! Mote: Some changes cannot be undone,

Once done, click Close.

Document protection

By default, anyone with access to your documents can open, copy and edit the content, unless you set the
protection for that Word file.

Step 1: Click the File tab to access the Backstage view.
Step 2: From the Info panel, click the Protect Document item.

Step 3: In the drop down menu, click on the option that best suits your needs. In this example, we will select
Mark asFinal.
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Step 4: A dialog box will appear prompting you to save your selection, click OK.

Microsoft Word X

| This document will be marked as final and then saved.

] m Cancel

Step 4: Another dialog box will appear, click OK .

Microsoft Werd X

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

0 When a document is marked as final, the status property is set to “Final” and typing, editing commands, and proofing marks are turned off,
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

[JDen't show this message again

The document will be marked as the final version. Whenever others open this file, Word will appear a prompt
bar at the top of the document to suggest they should not edit.

File Home Insert Design Layout References Mailings Review View

o MARKED AS FINAL An author has marked this document as final to discourage editing. Edit Anyway

L T - 0 Qoo osoq o




Note: The Mark as Final option does not really prevent others from editing the document, because they can
choose Edit Anyway . If you want to really prevent others from editing your document, you can use the Restrict
Access option.

Good luck.

Y ou finished reading the article "Word 2016 Complete Guide (Part 25): How to check and protect Word
documents’ 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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