Word Document (Password Encryption) Step by Step

1. Go to File
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2. Save
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3. Protect Document
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4. Encrypt with password
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5. Type in a password (don’t forget it!!!)
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6. Save again
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Encrypt the contents of this file

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