Password protect documents

Office Password Protection

First, open the Office document you would like to protect. Click the File menu, select the
Info tab, and then select the Protect Document button. Click Encrypt with Password.

Protect Document
’ Control what types of changes people can make to this document.

Save

* Always Open Read-Only
/é Prevent accidental changes by asking
readers to opt-in to editing.

Save As

Save as Adobe . . .
Encrypt with Password rare that it contains:

PDF
? Password-protect this document uthor's name

[ Restrict Editing

L1 Control the types of changes others
can make

_ﬁ Restrict Access

|_& Grant people access while removing 4
their ability to edit, copy, or print.

Jes.

&y, Add a Digital Signature

L Ensure the integrity of the document
by adding an invisible digital signature
1@ Mark as Final

ﬂ Let readers know the document is
final.

Account

Feedback

Options



Enter your password then click OK.

Encrypt Document ? x

Encrypt the contents of this file
Password:

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.)

Enter the password again to confirm it and click OK.

Confirm Password ? >

Encrypt the contents of this file
Reenter password:
BEFRRRERRRE

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.)

Cancel

Microsoft Word will now indicate the document is protected. Each time you open the
document, you will be prompted to enter your password to access its contents. Please
save this password in a secure password manager if needed.

- = Some new features are disabled to prevent problems when working with previous
Convert versions of Office. Converting this file will enable these features, but may result in
layout changes.
Protect Document
# & A password is required to open this document.
Protect

Document -




Adobe Password Protection
Open the PDF and choose Tools > Protect > Encrypt > Encrypt with Password.
If you receive a prompt, click Yes to change the security.

Select Require a Password to Open the Document, then type the password in the
corresponding field. For each keystroke, the password strength meter evaluates your
password and indicates the password strength.

Document Open

Require a password to open the document

Document Open Password: | ---- Strong

& This password will be required to open the document.

Select an Acrobat version from the Compatibility drop-down menu. Choose a version
equal to or lower than the recipients’ version of Acrobat or Reader.
Options
Compatibility: | Acrobat 7.0 and later ~ | Encryption Level: 128-bit AES
(@) Encrypt all document contents
() Encrypt all document contents except metadata (Acrobat 6 and later compatible)

O Encrypt only file attachments (Acrobat 7 and later compatible)

& Al contents of the document will be encrypted and search engines will not be able to access the document's metadata.

The Compatibility option you choose determines the type of encryption used. It is
important to choose a version compatible with the recipient's version of Acrobat or
Reader. For example, Acrobat 7 cannot open a PDF encrypted for Acrobat X and later.

e Acrobat 6.0 And Later (PDF 1.5) encrypts the document using 128-bit RC4.

e Acrobat 7.0 And Later (PDF 1.6) encrypts the document using the AES encryption
algorithm with a 128-bit key size.

e Acrobat X And Later (PDF 1.7) encrypts the document using 256-bit AES. To apply
256-bit AES encryption to documents created in Acrobat 8 and 9, select Acrobat X
And Later.

Select Encrypt All Document Contents

Click OK. At the prompt to confirm the password, retype the appropriate password in
the box and click OK.
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