Office 2013 - Encrypting Files with Password Protection

This article explains how to encrypt and add a password to files in Microsoft Office 2013. The
process is consistent across the core Office suite (Word 2013, Excel 2013, PowerPoint 2013
etc.). The example uses Word 2013.
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3. The Encrypt Document dialog window appears. Type in a strong password and then
select OK.
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[Remember that passwords are case-sensitive.)
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[Remember that passwords are case-sensitive.)

5. The Info shows the new required permissions.
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Removing a Password

1. Repeat steps 1-2 of setting a password.
2. Select and highlight all contents in the Encrypt Document window, and press Delete.
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[Remember that passwords are case-sensitive.}
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Note: for shared documents; explore the Restrict Editing features under Protect Document.
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