How To Protect Word Documents

Sometimes you may want to protect your Word documents so no one can change or delete them but
allow users to enter new text, comments or fill in forms in your document.

Follow the steps below —

1. Click on the Review Tab & select Restrict Editing.
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3. Start enforcement

Are you ready to apply these settings? (You can tum them off later)
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2. Select what you want to restrict as below example

S

Restrict Editing v X
1. Formatting restrictions

@Limit formatting to a selection of styles
Settings...

2. Editing restrictions
@Allow only this type of editing in the document:

No changes (Read only) V%

Exceptions (optional)

Select parts of the document and choose users who are allowed to freely edit
them.

Groups:

[:|| Everyone

&% More users...

3. Start enforcement
Are you ready to apply these settings? (You can turn them off later)

Yes, Start Enforcing Protection

See also
Restrict permission...
3. You select the type of editing allowed as below

2. Editing restrictions
Allow only this type of editing in the document:

‘ No changes (Read only) ’v|

Tracked changes

Comments

Filling in forms |
d choose users who

4. Then click on Start enforcement, enter a password if preferred.
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