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Intfroduction

Before sharing a document, you'll want to make sure
It doesn't include any information you want to keep
private. You may also want to discourage others from
editfing your file. Fortunately, Word includes several
tools to help inspect and protect your document.




Document Inspector

Whenever you create or edit a document, certain
personal information may be added fto the file
automatically—for example, informatfion about the
document's author. You can use Document Inspector to
remove fthis type of information before sharing a
document with others.

Because some changes may be permanent,

It's a good idea to use Save As to create a

backup copy of your document before using
Document Inspector.



Using Document Inspector

. Click the File tab 1o go to Backstage view.

From the Info pane, click Check for Issues, then select
Inspect Document from the drop-down menu.

Info
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Protect Document

} Control what types of changes people can make to this document.
Protect
Document =

Inspect Document
Before publishing this file, be aware that it contains:
5

Check for
Issues =

= Inspect Document
= Check the document l& hidden properties
ar personal information.

Check Accessibility

Check the document for content that people ved changes
with disabilities might find difficult to read.

@ Check Compatibility
Check for features not supported by earlier
versions of Word,




Using Document Inspector

Document Inspector will appear. Check or uncheck the
boxes, depending on the content you want to review,
then click Inspect. In our example, we'll leave everything
selected.

Document Inspector ? *

To check the document for the selected content, click Inspect.

Comments, Revisions, Versions, and Annotations
Inspects the document for comments, versions, revision marks, and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document,

Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document.

Embedded Documents

Inspects for embedded documents, which may include information that's not visible in
the file,

Macros, Forms, and ActiveX Controls
Inspects for macros, forms, and ActiveX controls,

Collapsed Headings
Inspects the document for text that has been collapsed under a heading.

Custom XML Data
Inspects for custom XML data stored with this document.

Inspect k Close



Using Document Inspector

4. The inspection results will show an exclamation mark for
any categories where it found potentially sensitive datq,
and it will also have a Remove All button for each of
these categories. Click Remove All fo remove the data.

Document Inspector ? *

Review the inspection results.

| Comments, Revisions, Versions, and Annotations Remaove All ~

The following items were found:
* Comments

| Document Properties and Personal Information
The following document information was found:
* Document properties
* Authar

0 Task Pane Add-ins
‘We did not find any Task Pane add-ins.

@) Embedded Documents
Mo embedded documents were found,

0 Macros, Forms, and ActiveX Controls
Mo macros, forms, or ActiveX controls were found.

@ Collapsed Headings

Mo collapsed headings were found.

@ cCustom XML Data v

1 Mote: Some changes cannot be undone,




Profecting your document

By default, anyone with access to your document will be
able to open, copy, and edit its content unless you
protect it. There are several ways to protect a document,

depending on your needs.




Profecting your document

1. Click the File tab to go to Backstage view.
From the Info pane, click the Protect Document command.

® 3. In the  drop-down
menu, choose the

option that best suits
i o voul Cheeds I our
P [ example, well select

Do Mark as Final. Marking
F your document as final

Let readers know the document is

Info

New

final and make it read-only % .
Encrypt with Password rare that it contains: IS O g OOd Woy TO
Password-protect this document sabilities are unable to read

discourage others from
editing the file, while
other options give you

D‘i A::ife[:gil':igrl?:‘r;e document i m O re C O n Tro | if yo U
need it.

Restrict Editing
Control the types of changes others
can make

E
by adding an invisible digital signature



Profecting your document

4. A dialog box will appear prompting you to save. Click OK.

Microsoft Word X

| This document will be marked as final and then saved.

Cancel

5. Another dialog box will appear. Click OK.

Microsoft Word >

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

o When a document is marked as final, the status property is set to "Final™ and typing, editing commands, and proofing marks are turned off,
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

Dgnn't show this message again



)P Profecting your document

The document will be marked as final. Whenever others open
the file, a bar will appear at the top to discourage them from
editing the document.

-

File Home Insert Design Layout References Mailings Review View ¢ Tell me what

o MARKED AS FINAL An author has marked this document as final to discourage editing. Edit Amyway

L I E ------- Lo o

Marking a document as final will not actually prevent others
from editing it because they can just select Edit Anyway. If you
want to prevent people from editing the document, you can use

the Restrict Access option instead.




Practice

Open our practice document.

Use Document Inspector to check and remove any
hidden information.

» Protect the document by marking it as final.




Solution

File Tools View Waord2016_InspectProtect_Practice_Trial [Read-Only] - Word = - (] x

0 MARKED AS FINAL An author has marked this document as final to discourage editing. Edit Anyway X ”
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