Bromley Well

How to set a password for your Word document

1. Open your document
2. Click File on top left
3. Select Protect Document

Protect Document
} Control what types of changes people can make to this documnent.
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Clheckfor Document properties and author's name
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4. Select Encrypt with Password

Protect Document
, Control what types of changes people can make to this docurment.

D Mark as Final
2 Let readers know the document is

final and make it read-only

Encrypt with Password rare that it contains:
Password-protect this document uthor's name
sabilities are unable to read

D Restrict Editing
Control the types of changes
can make

D Restrict Access ons of this file,
& Grant people access while removing 4

their ability to edit, copy, or print.

D Add a Digital Signature
i Ensure the integrity of the document
by adding an invisible digital signature
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5. Enter your password when prompted. You'll be asked to confirm it.
6. Save your document. When the document is next opened, the password has to be entered.



