iAA’ Protect a file with password

Financial Group

In order to secure communications and file transfers, all files sent externally, such as to a client,
must now be protected by a password. The procedure for setting up a password differs depending
on the file type (e.g. Word document, Excel workbook, etc.). You will find a procedure specific to
each file type.
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Word document (.docx .doc)

Adding a password

1. Open the Word document you want to protect.

2. Click on the File tab at the top left of your screen.

H

Insert Design Layout

Paste

~ Format Painte

Clipboard P Font

3. The File menu will open. Select the "Info" tab.

4. In the "Info" tab, click on "Protect Document".

Document! - Ward

Info

New
Protect Document Properties ~
Open } Contral what types of changes people can make to this document.
Protect Size Not saved yet

Save Document ~ Pages 1

Words 0
Save As Total Editing Time 2 Minutes
Enregistrer au '/a Title Add a title

WS

Tags Add atag
format Adobe Check for )
PDF lssues v Comments Add comments
Print Related Dates
Share = Manage Document Exttlodingd

q ] There are no unsaved changes, Ereaed T, D
Export Manage Last Printed
Document ~

Close Related People

Author

WA
Account
Add an author

Feedback Last Modified By Mot saved yet

Show All Properties

Options




5. A list of options will appear. Select "Encrypt with Password".

Protect Document

’ Control what types of changes people can make to this document.

Protect
Document -

* Always Open Read-Only
,’@ Prevent accidental changes by asking
readers to opt-in to editing.

Encrypt with Password are that it contains

g.’ Password-protect this document thor's name

Restrict Editing

Control the types of changes others
can make

o

Restrict Access ges.

Grant people access while removing ¥
their ability to edit, copy, or print.

o

Add a Digital Signature
Ensure the integrity of the document
by adding an invisible digital signature

307

Mark as Final

(%4

Let readers know the document is
final.

6. An "Encrypt Document" window will open. Enter a password, then click OK.

Encrypt Document 7 >

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it
cannot be recovered, It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.}

ok | Cancel




7. A new window will appear asking you to re-enter your password to confirm. Enter your
password again and click OK.

Confirm Password ? b4

Encrypt the contents of this file

Reenter password:

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwaords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.)

Cancel

8. It will now be indicated that your document is protected by a password.

Protect Document

& A password is required to open this document.
Protect
Document ~

9. Click on "Save As" to create a copy of the document with a password.

©

Info

MNew

Protect Document

Open } . . .
& A password is required to open this document.
Protect
Save Document -
Save As
Enregistrer au '/ﬁ Inspect Document
format Adobe h Before publishing this file, be aware that it contains:
PDF Check for Document properties and author's name
Issues ~
Print
Share —ﬁ Manage Document
Q There are no unsaved changes.
Export Manage £
Document -

Close

Account

Feedback

Options




Result:
The password will, from now on, be required when opening this document.

4 pod

Password

Enter password to open file
ey

Jdooe




Removing a password
1. Open the Word document from which you want to remove password protection.

2. Enter the password to access the document.

Password 7 d

Enter password to open file
A dooe

I

3. Click on the File tab at the top left of your screen.

Paste . ]
. % Format Painter 3 I U -akex x

Clipboard ] Fant

4. The File menu will open. Select the "Info" tab.

5. In the "Info" tab, click on "Protect Document".

©

New
Docl
Open Documents
5
e Protect Document
& A password is required to open this document.
SRS Protect
Document ~
Enregistrer au
format Adobe
FDF
@

Print
Check for

Share ==

Export

—rj Manage Document

Cl

ose Q 7] There are no unsaved changes.
Manage

Document -
Account

Feedback

Options




6. A list of options will appear. Select "Encrypt with Password".

Protect Document

& A password is required to open this document.
Protect

Document =

* Always Open Read-Only
F. Prevent accidental changes by asking
readers to opt-in to editing.

Encrypt with Password re that it contains:

? Password-protect this document uthar's name

Restrict Editing

Control the types of changes others
can make

Restrict Access

& Grant people access while removing  *
their ability to edit, copy, or print.

I:B, Add a Digital Signature
ﬁ Ensure the integrity of the docurment
by adding an invisible digital signature

Mark as Final

Let readers know the document is
final.

ges,

7. An "Encrypt document" window will open. Delete the password entered there, then click OK.

Encrypt Document ? x

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it
cannot be recovered. [t is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.)

8. Document protection will now be disabled. Save the document in order to save the
modification.



Excel workbook (.xlsx .xls)

Adding a password

1. Open the Excel workbook you want to protect.

2. Click on the File tab at the top left of your screen.

= - -

Insert Page Layout Farmul

Calibri

Clipboard

3. The File menu will open. Select the "Info" tab.

4. In the "Info" tab, click on "Protect Workbook".

Info

MNew

Protect Workbook
Open } Control what types of changes people can make to this workbook,
Protect
Fovn Workbook ~
Save As
o
Enregistrer au ‘\a
format Adobe Check for
2l Issues ~
Print
Share —rj Manage Workbook
Q i1 There are na unsaved changes.
Export Manage
Workbook
Publish
Close = i i
Browser View Options
|-_0 Pick what users can see when this workbook is viewed on the Web.
Browser View
Account Options

Feedback

Options

Properties ~
Size
Title
Tags

Categaries

Related Dates
Last Modified
Created

Last Printed

Related People
Author

Last Modified By

Show All Properties

Bookl - Excel

Not saved yet
Add a title
Add atag

Add a category

Today, 15:08

AV

Add an author

Not saved yet



5. A list of options will appear. Select "Encrypt with Password".

Protect Workbook
Contral what types of changes people can make to this workboolk,

* Always Open Read-Only
’,é' Prevent accidental changes by asking
readers to opt-in to editing.

that it contains:
th

Encrypt with Password
Require a password to open this workbook,

Protect Current Sheet

Control what types of changes people can
make to the current sheet.

Prevent unwanted changes to the structure
of the workbook, such as adding sheets,

Restrict Access

Grant people access while removing their ¥
ability to edit, copy, or print.

Add a Digital Signature rorkbook is viewed on the Web,
Ensure the integrity of the workbook by
adding an invisible digital signature.

@:H Protect Workbook Structure
M
=
E
L~

Mark as Final

Let readers know the document is final.

6. An "Encrypt Document" window will open. Enter a password, then click OK.

Encrypt Document 7 x

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.}

[ ok || cance




7. A new window will appear asking you to re-enter your password to confirm. Enter your
password again and click OK.

Confirm Password ? *

Encrypt the contents of this file

Reenter passwaord:
I

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

(Remember that passwords are case-sensitive.)

8. It will now be indicated that your workbook is protected by a password.

Protect Workbook

& A password is required to open this workbook.
Protect

Workbook ~

9. Click on "Save As" to create a copy of the workbook with a password.

©

Info g

New
o Protect Workbook
= & A password is required to open this workbook.
Protect
Save Workbook -
Save As
Envegistrer au @ Inspect Workbook
format Adobe h— Before publishing this file, be aware that it contains:
PDF Ched is Author's name and absolute path
Issues -

Print
digrs —'j Manage Workbook
e Mar%e Y There are no unsaved changes.

Waorkbook ~
Publish
Cl 5 q

o= Browser View Options
Q) Pick what users can see when this workbook is viewed on the Web,

Browser View

Account Options

Feedback

Options




Result:

The password will, from now on, be required when opening this document.

Password ? >

¥lsx" is protected.

Password: |




Removing a password
1. Open the Excel workbook whose password protection you want to remove.

2. Enter the password to access the workbook.

Password ? *
Xlsx is protected.

Password:

3. Click on the File tab at the top left of your screen.
- s

Page Layout Formulas

Clipboard Fa Font

4. The File menu will open. Select the "Info" tab.

5. In the "Info" tab, click on "Protect Workbook".

Info

Excel password

Open Documents
5
e Protect Workbook
} # A password is required to open this workbook.
Save As Protect
Workbook ~

Enregistrer au
format Adobe
PDF

/:«\j
O
Print h =

spect Workbook

e publishing this file, be aware that it contains:

Check for ocument properties, author's name and absolute path
Sh Issues ~
Share
Export
Manage Workbook
Publish a
_j There are no unsaved changes.
Manage
Close Workbook =
oot Browser View Options
) Pick what users can see when this workbook is viewed on the Web,
Fezilizals Browser View
Options

Options




6. A list of options will appear. Select "Encrypt with Password".

Protect Workbook
& A password is required to open this workbook,

* Always Open Read-Only
‘/é Prevent accidental changes by asking
readers to opt-in to editing.

Encrypt with Password at it contains:

, Require a password to open this workbook.

name and absolute path

Protect Current Sheet

Control what types of changes pecple can
make to the current sheet.

Protect Workbook Structure

Prevent unwanted changes to the structure
of the workbook, such as adding sheets.

|:E1 Restrict Access
& Grant people access while removing their  *
ability to edit, copy, or print.
D Add a Digital Signature rarkbook is viewed on the Web.

2 Ensure the integrity of the workbook by

adding an invisible digital signature.

E‘g Mark as Final

Let readers know the document is final,

7. An "Encrypt Document" window will open. Delete the password entered there, then click OK.

Encrypt Document ? >

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place,

[Remember that passwords are case-sensitive.)

[ ok | cancel

8. The protection will now be disabled. Save the workbook in order to save the modification.



PowerPoint presentation (.pptx .ppt)

Adding a password
1. Open the PowerPoint presentation you want to protect.

2. Click on the File tab at the top left of your screen.

Insert Design Transitions Animations

- Slide~ O oection~
Clipboard P Slides Fo

3. The File menu will open. Select the "Info" tab.

4. In the "Info" tab, click on "Protect Presentation".

©

Presentation] - PowerPoint

Info

New
Protect Presentation Properties ~
Open f Contral what types of changes people can make to this presentation. Fm Mot saved yet
Protect ¥
Presentation ~ Slides 1

Save
Hidden slides 0

Save As Title Add a title
_ @ ect Presentation Tags Add a tag
(EgE Befi ublishing this file, be aware that it contains: Categories Add a category

format Adobe Check for

PDF ent properties and author's name

fosues” Related Dates
Eunt Last Modified
Share —rj Manage Presentation Eizalss Today, 15:23
Q _j There are no unsaved changes, EcERnnted
Export Manage

Presentation ~

Related People

Close Author

VA

Add an author
Account
Last Modified By pot saved yet

Feedback Show All Properties

Options




5. A list of options will appear. Select "Encrypt with Password".

Protect Presentation

’ Control what types of changes people can make to this presentation,

Presentation =

* Always Open Read-Only
l@ Prevent accidental changes by asking
readers to opt-in to editing.

[

Encrypt with Password are that it contains:

é’ Require a password to open this
presentation.

uthor's name

_Esl Restrict Access

@ Grant people access while removing »
their ability to edit, copy, or print. M

_Eé. Add a Digital Signature 1ges.
L

Ensure the integrity of the presentation
by adding an invisible digital signature.

" Mark as Final

E Let readers know the presentation is
final.

6. An "Encrypt Document" window will open. Enter a password, then click OK.

Encrypt Document ? et

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place,

[Remember that passwords are case-sensitive.)

] 4 Cancel




7. A new window will appear asking you to re-enter your password to confirm. Enter your
password again and click OK.

Confirm Password ? x

Encrypt the contents of this file

Beenter password:

Caution: If you lose or forget the passwaord, it
cannot be recovered, It is advisable to keep a list of
passwaords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.)

8. It will now be indicated that your presentation is protected by a password.

Protect Presentation

é’ & A password is required to open this presentation,
Protect

Presentation =

9. Click on "Save As" to create a copy of the presentation with a password.

©

New

Protect Presentation

Open } - - . .
& A password is required to open this presentation.

Protect

Save Presentation

Save As

Enregistrer au .@ Inspect Presentation

format Adobe Before publishing this file, be aware that it contains:

PDF Check for Document properties and author's name
Issues -

Print

i *rj Manage Presentation

e Ma:?;e "] There are no unsaved changes.

Presentation

Close

Account

Feedback

Options




Result:

The password will, from now on, be required when opening this document.

Password ? *

Enter password to open file
ot
Password:

Cancel




Removing a password
1. Open the PowerPoint presentation from which you want to remove password protection.

2. Enter the password to access the presentation.

Password ? *

Enter password to open file
ppix

Password: || |

[ ok ]| canca |

3. Click on the File tab at the top left of your screen.

H B -

Insert Design Transitions

= Layout~
"f:l Reset

ide~ [JSection~

Clipboard P Slides

4. The File menu will open. Select the "Info" tab.

5. In the "Info" tab, click on "Protect Presentation".

Info

New

Password
Open Documents
save Protect Presentation
f 4 A password is required to open this presentation,

Save As Protect

Presentation

Enregistrer au
format Adobe
PDF

Print @ Befol

Check for D
Issues ~

ect Presentation

ublishing this file, be aware that it contains:
ent properties and author's name
Share

Export
’_lj Manage Presentation
Cl
= Q ] There are no unsaved changes,
Manage
Presentation ~

Account

Feedback

Options




6. A list of options will appear. Select "Encrypt with Password".

Protect Presentation
? & A password is required to open this presentation.

Presentation ~

* Always Open Read-Only
/é Prevent accidental changes by asking
readers to opt-in to editing.

L]

Encrypt with Password are that it contains:

Require a password to open this uthaor's name

precentation

Restrict Access

Grant people access while removing r
their ability to edit, copy, or print. n

o | e

Add a Digital Signature
Ensure the integrity of the presentation
by adding an invisible digital signature,

1ges.

307

Mark as Final

Fy
I
&

| 4

Let readers know the presentation is
final,

7. An "Encrypt Document" window will open. Delete the password entered there, then click OK.

Encrypt Document ? >

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it
cannot be recovered, [t is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.]

8. The protection will now be disabled. Save the presentation in order to save the modification.



Picture (.jpeg .png)

It is not possible to encrypt this kind of file. If you have to transmit an image containing
confidential data, you are asked to copy this image into a Word document and then protect the
document with a password before transmitting it. See the Word procedure above.



Zip File (.zip)

It is forbidden to transfer ZIP files. We ask you to send each attachment individually after
encrypting it with a password. See the procedures above according to the type of file.

INVESTED IN YOU.



