Password-Protecting Microsoft Word and Excel Documents

There are many ways to transfer electronic documents securely. The steps outlined
in this article detail the easiest and least expensive (and consequently, less secure)
ways of protecting your documents. NASBP does not recommend using the following
methods to send sensitive information. There are applications created by hackers to
decrypt these passwords. Use these methods at your own discretion. All screenshots
are from Microsoft Word 2003 and may appear different depending on your version.

Microsoft Word

I} SECURE WORD DOCUMENT.doc - Microsoft Word

1. Open the document you wish to protect.
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Caution: If you lose or Forget the password, it cannot be
recovered, {Remember that passwords are case sensitive. )
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Additional Support

Microsoft Word Support Web Site - http://office.microsoft.com/en-us/word/default.aspx
Office 2007 Instructions - http://office.microsoft.com/en-us/word/HA101483331033.aspx
Strong Passwords — http://www.microsoft.com/protect/yourself/password/create.mspx
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Microsoft Excel

[ Microsoft Excel - SECURE SPREADSHEET.xls
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Caution: If wou lose or Forget the password, it cannot be
recovered, It is advisable to keep a list of passwords and
their corresponding workbook and sheek names in & safe
place. {Remember that passwords are case-sensitive, )
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protected. Only individuals who you distribute the
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will first ask them to type the password you
selected. For more information, visit the Microsoft Ok I Cancel

Office support web site.

Additional Support

Microsoft Excel Support Web Site - http://office.microsoft.com/en-us/excel/
Office 2007 Instructions - http://office.microsoft.com/en-us/excel/HA101483331033.aspx
Strong Passwords — http://www.microsoft.com/protect/yourself/password/create. mspx
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