Password Protected File

Create a password protected file that you can

send via Outlook.

Create document

Create the word document
and save it as you normally
would.
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Gy Hor 2 N s =

T Baces [ OneDrive - Comox Valley Schools
[ e =
S op @, OneDrive - Comox Vall e

Quick access ity labels are not supposted.
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Once created and saved, it can be password protected.

Click on “File” from the top
menu bar > Info > Protect
Document > Encrypt with
Password.
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Gy Home Password protected file
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e |5 Share <@ Copy path <@ Copy loc
Protect Document
@ (= &% Control what types of changes

Protect to this document.
Document ~

Save a Copy

Always Open Read-Only
O Prevent accidental changes by asking
Save as Adobe " readers to opt-in to editing.
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Encrypt with Password
@ Print &% Password-protect this ducumantk

Enter in the password twice
in the space provided.

NOTE: IF YOU LOSE OR
FORGET THE
PASSWORD, IT CANNOT
BE RECOVERED.

You may want to create a
copy of the document that
is NOT password protected
‘just in case”.

Save the file one more
time.

Password protected file
OneDrive - Comox Valley Schaols » Desktop

| Encrypt Document ? X b
& Share @ lon
| Encrypt the contents of this file I

g | password:
Properties ~
% [ ]
Document~ cannot be recovered, It is advisable to keep a list of Pages
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Once password protected, you can send it via Outlook
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My Password Protected file
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Open Outlook. Fill in the e e
required information: To, "

Subject and body of email R

> make note here that you N

will be sending the Z

password in another email.

Atachell Is the password protected file,
1 will b#¥ending anather email that contains the password you will need 1o epen the file, NOTE: the password is case sensitive.

i & Attach file ~ g Pictures
biyles ~ Ll

1 Browse this cumiuter

Attach the file as an
attachment NOT a link.
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@8 OneDrive

—n Upload and share
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To jonsmith@sd71.bc.ca

Once attached, click
“Send”.
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Create another email to @ﬂ
include the password. To | jonsmith@sd71beca
Ce
Send it immediately as the
Bec

user will need it to access
and save it from their end. Fassword for fle sent.

The password for the password protected file | just sentis ....

Saving a Word Document as a PDF THEN Password Protecting it
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Click on “File” > Save as >
use dropdown to select
“PDF” > More options
(don’t click Save YET)
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Learn More

More options,.

|D New Folder ‘

p) Click “Options”
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online and printing)

Options... # ‘
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|v] Open file after publishing

Under the PDF Options,
check the box beside
“Encrypt the document with
a password.”

(If you cannot check it,
uncheck the other boxes in
this section)

Click “OK”

Publish what
@ Document
Document showing markup
Include non-printing information
Create bookmarks using:
Headings
Word bookmarks
Document properties

Document structure tags for accessibility

PDF options *
PDF/A compliant
D Optimize for image guality
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;Eﬂcrypi the document with a password,

OK Cancel

Type in a password that is
between 6 to 32 characters
in length.

Click “OK”

Encrypt PDF Document

Yaur exported POF document will be encrypted with vour selected
passward upan saving,

Passward:

(I

EBeenter password:

Passwaids must be between & characters and 32 chaiacters in length,

Cancel

Send as an attachement as outline in

steps 4-7 in the first section.




