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Step-by-step procedures for setting, opening, and removing a password on MS Office 2010 documents

This guideline contains step-by-step procedures for (i) setting a password for some common
Microsoft Office 2010 (e.g. Microsoft Word 2010, Microsoft Excel 2010, and Microsoft PowerPoint
2010) documents, in order to protect them from unauthorized access; (ii) opening a
password-protected document; and (iii) removing the password of a password-protected document.

In this guideline, we will show you the steps with an example of a Microsoft Word 2010 document
named “Confidential Information.doc” under “C:\My Documents\”.

Note: You may apply the steps to any existing Microsoft Office 2010 document in your computer.

A. To set a password for a Microsoft Office 2010 document

This part will show you how to set a password for the Microsoft Office 2010 documents. Same
steps can be applied to documents of Microsoft Word 2010, Microsoft Excel 2010, and Microsoft
PowerPoint 2010.

Step A.1:

Open the MS Word 2010 document named “Confidential Information.doc” under “C:\My
Documents\”.

Run the MS Word 2010, click “File”, then select “Open”.
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Note: You may apply the steps to any existing Microsoft Office 2010 document in your computer.
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Step-by-step procedures for setting, opening, and removing a password on MS Office 2010 documents

Step A.2:

The file selection window should appear. Select the file and then click “Open”.
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Step A.3:

In the menu bar, click “File” and select “Info”, the information about the file is shown.
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Step-by-step procedures for setting, opening, and removing a password on MS Office 2010 documents

Step A.4:

Click “Protect Document”, and select “Encrypt with Password” from the drop down list.
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Step-by-step procedures for setting, opening, and removing a password on MS Office 2010 documents

Step A.6:

Re-type the password in the input field of Confirm Password window, then click “OK”".
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Step A.7:

The Permissions of this document is changed, a password is required to open this document.

In the left menu, click “Save” to make change effective.

Confidential Information.doc [Compatibility Mode] - Microsc

Review View Add-Ins

Information about Confidential Information

Some new features are disabled to prevent problems when working w
previcus versions of Office. Converting this file will enable these featu
but may result in layout changes.

f_‘;}? A password is required to open this document. h

Before sharing this file, be aware that it contains:
Document properties, author's name and related dates

Content that cannot be checked for accessibility issues because ¢

Wlid9-uls
Home Insert Page Layout References Mailings
|| Lg Save |
Save As . . .
C:\My Documentsh Confidential Infermation.doc
[ﬁ Open
C3 Close I
il Compatibility Mode
kj
Convert
Recent
Mew o
— Permissions
: L
Print L
Protect
Save & Send Decument -
Help
_ Prepare for Sharing
1] Options =
4 Exit Check for
Issues - Headers and footers
rurrant file hine

You can close the file and reopen it again to test the password protection setting.
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Step-by-step procedures for setting, opening, and removing a password on MS Office 2010 documents

B. To open a password-protected document

This part will show you how to open a password-protected Microsoft Office 2010 documents.
Same steps can be applied to documents of Microsoft Word 2010, Microsoft Excel 2010, and
Microsoft PowerPoint 2010.

Step B.1:
Open the MS Word 2010, click “File”, then select “Open”.
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Step B.2:

The file selection window should appear. Select the file and then click “Open”.
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Step-by-step procedures for setting, opening, and removing a password on MS Office 2010 documents

Step B.3:

Password dialog window should appear.
Type the password (which you specified in Step A.5) in the input field, then click “OK”.
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Step-by-step procedures for setting, opening, and removing a password on MS Office 2010 documents

C. Toremove the password of a password-protected document

This part will show you how to remove the password of a password-protected Microsoft Office 2010
documents. Same steps can be applied to documents of Microsoft Word 2010, Microsoft Excel
2010, and Microsoft PowerPoint 2010.

Step C.1:

Open the MS Word 2010, click “File”, then select “Open”.

@| =9 3= Documentl - Microsoft Word

E Home Insert Page Layout References Mailings Review View Add-Ins

Lg Save

Save As
‘ £ Open ‘ fat Home

ﬁ Close

g b w8

Recent Blank Blog post Recent Sample My templates

document temnplates templates
Print

Save & Send Mew from
existing

Available Templates

Help Office.com Templates +

:] Options - b -

A Evit | Y =

<

Step C.2:

The file selection window should appear. Select the file and then click “Open”.
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Step-by-step procedures for setting, opening, and removing a password on MS Office 2010 documents

Step C.3:

In the menu bar, click “File” and select “Info”, the information about the file is shown.
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Step-by-step procedures for setting, opening, and removing a password on MS Office 2010 documents

Step C.4:

Click “Protect Document”, and select “Encrypt with Password” from the drop down list.
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Caution: If you lose or forget the password, it cannot be
recovered. Itis 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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Step C.5:

Remove the password in the input field, then click “OK”.

Encrypt Document

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot be
recovered, Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive,)

Ok [ Cancel ]

Step C.6:

Anyone can open, copy, and change any part of the document now.

In the left menu, click “Save” to make change effective.
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You can close the file and reopen it again; the file can be opened without password now.
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