How to password protect an excel spreadsheet:

1) With your spreadsheet open, select Tools from the menubar

Microsoft Excel - MyFile.xls
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2) Select Options from the drop down menu

| Colar || International || Save Error Checking || Spelling " Security |
[ Wiew " Calculation || Edit | | Gener: | Transition || Custom Lists || Chart |
Settings
[ Rr1c1 reference style [ 1 Prompt for workbook properties
[] 1gnore other applications [] Provide feedback with sound
Function tooltips ] Zoom on rall with InteliMouse

Recently used file list: F} @ entries

[ﬂeb Options. .. J [Sergice Cptions... J

Sheets in new workbook: |4 %l

Standard font: |.-5.ria| M Size: |10 Yl

Default file Incation: | C:\Data |

At startup, open all files in: | |

User name: |TJN |

[ Ok ][ Cancel J

3) Click on the Security tab
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| Yiew || Calculation " Edit || General || Transition " Custom Lists | Chart
| Color || International || Save || Error Checking || Speling | Security

File encryption settings for this workbook -

Password to open; | | | Advanced...

File sharing settings for this workbook -
Password to modify: | |

[] read-only recommended

[ Digital Signatures. .. J

Privacy options
[] remove personal information from file properties on save

Macro security

Adjust the security level for files that might contain macro viruses and M .
ACT0 SECUrity, .
specify names of trusted macro developers, [ = by J

[ Ok ][ Cancel J

4) In the “Password to open:” field, type the password you desire. Click OK.
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| Yiew || Calculation || Edit || General || Transition || Custom Lists | Chart
| Color || International || Save " Error Checking || Speling | Security

File encryption settings for this waorkbook -

Password to open: |uuuu| | | Advanced...

File sharing settings for this workbook -
Password to modify: | |

[] read-only recommended

[ Digital Signatures. .. J

Privacy options
[] remove personal information from file properties on save

Macro security

Adjust the security level for files that might contain macro viruses and M 5 .
specify names of trusted macro developers, [ agoScaribes; J

[ Ok ][ Canicel J

5) Inthe msg box that pops up, re-enter your password. Click OK.
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Confirm Password

Reenter password to proceed,

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

[ Ok ][ Cancel ]

6) Save and close your document. The next time the document is opened, the user
will be prompted for the password.

How to password protect any document using WinZip:

1) Open Windows Explorer
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2) Right click on the document you wish to protect
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3) Select WinZip from the drop down menu (note that if you don’t have WinZip
installed, you can find it for free on the web. Google “WinZip download” and

& Combine supported files in Acrobat...

{E5end to Fax Recipient

Scan for Viruses...
Open With »
B Add to archive....
B Add to "SampleDocument.rar”
B Compress and email. ..
B Compress to "SampleDocument.rar” and email

P winZip 3
Send To 3
cut
Copy

Create Shortcut
Delete
Rename

Froperties

download a copy for free).
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D winZip

D

Send To

Cut
Copy

Creats Shorteut
Delete
Rename

3 Add to Zip file. ..
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) Configure
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Properties

4) Select Add To Zip File...
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5) In the window that opens, check the box that says Encrypt Added Files.
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6) Click Add.
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7) If a WinZip Caution box appears, click OK.
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8) In the Encrypt Window that pops up, enter the password you desire and then re-

enter it.
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9) Click OK. WinZip will now compress and encrypt your file.
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10) When it is complete, close the WinZip window.
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11) In Windows Explorer, you will now see your file with a .zip extension. When
you try to open the .zip file, it will open without a password. When you try to

extract the file in the from the .zip file, you will be prompted for the password.




