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MS-WORD	/	GENERAL	FORMATINGAS	You	have	seen	in	the	previous	section,	a	read-only	recommendation	offers	the	minimum	protection	of	the	document.	If	you	want	more	protection,	you	can	apply	the	modification	and	formatting	restrictions	of	the	document,	as	described	in	this	section.	Example,	you	can	allow	colleagues	to	enter	comments	in	a
document	but	not	otherwise	change	it.	Or	you	can	apply	the	change-monitoring	to	make	sure	that	no	one	changes	the	document	without	their	changes	to	be	monitored.	You	can	also	prevent	your	colleagues	from	changing	the	document	at	all.	To	apply	modification	and	formatting	restrictions,	follow	these	steps:	Choose	Review	|	Protect	|.	Protect	the
document,	then	choose	to	limit	formatting	and	editing	from	the	drop-down	menu.	The	word	displays	the	limitation	of	formatting	and	the	formatting	editing	pane.	If	you	want	to	limit	your	colleagues	to	apply	only	the	chosen	styles,	follow	these	steps:	Select	limit	formatting	in	a	selection	of	control	styles.	Click	on	the	settings	link.	The	word	displays	the
restriction	formatting	dialog.	Use	check	boxes	in	selected	styles	is	currently	allowed	to	specify	which	styles	can	use	colleagues.	Click	the	All	button	to	select	all	check	boxes;	Click	None	to	delete	all	check	boxes;	Or	click	on	the	minimum	recommended	button	to	make	words	select	the	most	used	styles.	For	greater	control,	select	or	deselect	the	check
boxes	manually.	Select	the	Allow	AutoFormat	check	box	to	overwrite	formatting	of	formatting	restrictions	if	you	want	Autoformat	to	be	able	to	apply	formatting.	Normally,	this	is	not	a	good	idea.	Select	the	checkbox	check	box	or	schema	switching	if	you	want	to	prevent	colleagues	to	change	the	document	theme	or	color	combination.	Select	the	Switch
Set	Switch	Style	Block	check	box	if	you	want	to	prevent	your	colleagues	from	editing	the	quick-style	set	applied	to	the	document.	Click	the	OK	button.	The	word	closes	the	restriction	formatting	dialog.	Depending	on	the	restrictions	you	have	chosen,	Word	may	notify	that	the	document	can	contain	formatting	or	styles	that	are	not	allowed.	Click	the
button	if	you	want	the	word	to	remove	them;	Click	the	No	button	if	you	prefer	to	manage	with	them	manually.	I	know	you	want	to	apply	editing	restrictions	to	the	document,	select	Allow	this	type	of	change	only	in	the	Document	check	box,	and	then	click	which	type	in	the	drop-down	list:	Track:	Select	this	item	to	force	everyone	to	use	the	monitored
changes	(revision	signs).Comments:	Select	this	item	to	allow	others	to	use	comments	but	no	other	editing	tool.	Filtering:	in	the	modules	Select	this	entry	to	allow	everyone	to	use	the	functionality	of	the	module	(completion	of	fields)	but	no	other	editing.No	changes	(read	only):	Select	this	item	to	prevent	others	from	making	changes.	If	you	have
selected	comments	or	no	changes	(read	only),	you	can	set	exceptions	for	parts	of	the	document.	Follow	these	steps:	If	the	person	or	group	you	want	to	make	an	exception	for	is	not	shown	in	the	Groups	summary	box	or	the	Individual	group	box,	click	on	Users	button.	Word	Displays	the	Add	Users	dialog	box.	Digit	each	username	or	group	name	and
separate	the	names	using	points	and	comma.	Click	the	OK	button.	Word	closes	the	Add	Users	button	and	add	users	and	groups	to	the	Exceptions	area.	Set	the	area	you	want	the	user	or	group	to	change,	then	select	the	user	or	group	check	box	in	the	™	area	exceptions.	To	check	which	parts	of	the	document	a	user	or	group	can	modify,	move	the
mouse	pointer	over	the	user	or	group	name,	then	click	the	drop-down	arrow	appears.	Use	the	Find	Next	Region	command	This	user	can	change	to	move	through	the	regions	allowed	by	the	user	one	to	one,	or	use	the	command	Show	all	regions	This	user	can	modify	to	view	all	regions	simultaneously.	If	necessary,	use	the	Command	Remove	All	Edit
permissions	for	this	user	to	revoke	the	current	permissions	of	the	user.	Word	Displays	the	Start	Security	Application	dialog	box.	Choose	how	to	protect	the	document:	Password:	Select	this	option	to	protect	the	document	with	a	password	but	without	encryption.	This	gives	moderate	protection,	but	someone	could	change	the	document	and	remove	the
password.	Type	the	password	in	the	Insert	new	password	text	box	and	in	the	ReveTer	Password	text	box	to	confirm.	User:	Authentication	Select	this	button	to	authenticate	users	by	user	name.	Word	digits	the	document	and	enables	the	limited	access	function	(see	the	next	section).	The	authentication	requires	the	use	of	Information	Rights
Management	(MRI),	discussed	more	in	this	tutorial.	Click	on	the	OK	button.	Word	closes	the	Start	Security	Application	dialog	box,	apply	security	and	displays	security	details	and	permissions	in	the	Formatting	and	Edit.Clicate	restriction	pane	on	the	Save	button	in	the	Quick	Access	Toolbar.	Word	Save	the	document.	Now	you	can	use	the	Find	button
next	region	Can	Edit	and	show	all	the	CAN	regions	Edit	to	find	parts	of	the	document	you	can	modify.	Select	the	Highlights	Regions	check	box	can	change	if	you	want	these	areas	to	be	highlighted	so	that	you	can	easily	identify	them.	To	remove	restrictions,	click	the	Stop	Protection	button	in	the	Formatting	and	Edit	restriction	pane,	type	the	password
in	the	window	of	UNPROTECT	DOCUMENT	Dialog,	then	click	the	OK	button.	[Previous]	[Content]	[Next]	If	you	have	written	secret	information	on	Microsoft	Word	Secret	Information,	you	can	take	these	solutions	to	protect	sensitive	content	to	prevent	anyone	to	change	or	modify	it.	Most	useful	corrections	are	linked	Microsoft	Word	integrated
functionality,	which	offers	several	options	to	limit	the	editing.	You	can	try	it	on	your	preference.	5	Ways	to	protect	the	Word	file	from	editing	(Windows)	for	Windows	users,	you	can	choose	5	ways	to	protect	Word	documents	from	editing	and	copy.	Four	of	the	methods	are	integrated	software	functions,	of	course,	you	can	also	try	more	convenient
convenient	software.	1	â	€	"Apply	protection	on	the	Word	Document	Step	1.	Open	the	Word	file	and	go	to	the	Review	card	in	the	Word	tape.	Step	2.	Click	Restrict	Editing	under	the	Protect	section.	Step	3.	Once	the	change	of	restrictions	appears,	go	to	the	second	option.	Select	Allow	only	this	type	if	you	change	the	document,	and	select	No	Change
(Read	Only).	Step	4.	Click	Yes,	start	applying	the	protection.	Point	5.	Type	a	password	and	confirm	it	again.	2	â	€	"USI	Word	Document	Protection	Software	to	protect	your	word	document	in	read-only	way,	there	is	easy	and	safe	software,	Easeus	LockMyFile,	ã,	you	can	use	this	word	file	protection	tool	up	PC	To	protect	files	from	editing	and	copy.	No
one	can	rename,	delete	and	modify	the	Word	document.	Ã®	~	Â	»Download	freeWindows	11/10	/	8.1	/	8/7	Not	only	does	it	protect	files,	but	this	software	also	has	many	reliable	features	that	you	can	try:	let	your	files,	folders	and	discs	become	invisible	and	irretrored.	Block	your	data	with	passwords	in	local	units,	external	hard	disk,	USB	flash	unit.	Use
the	AES	encryption	algorithm	to	encrypt	files	and	folders.	Step	1.A	Start	Easeus	LockMyFile,	enter	the	valid	e-mail,	and	set	the	password	to	register.It,	Step	2.	Click	the	file	protection	under	the	disk.	,	the	folder,	or	the	drive	from	the	right	panel.	A.	Add	files	or	folders	from	the	specific	location.	B.	Click	on	the	Protect	Unit	to	add	the	units	you	want	to
protect.	Select	Unit	and	click	OK.	Point	3.ã,	check	and	confirm	the	files,	the	folder	and	the	drive	you	want	to	protect.	Note:	If	you	want	to	deactivate	the	selected	files,	folders	or	units,	select	the	destination	data	and	click	the	Cancel	Protection	button.	Download	the	software	and	follow	steps:	3	â	€	"Mark	as	final	step	1.	Click	File>	Info.	Step	2.	Click
Document	Protect	and	select	Mark	as	Final.	4	â	€	"Enable	read-only	mode	Step	1.	Open	File	Tab>	Information.	Step	2.	Choose	Document	Protect	and	click	Read	Only	Read	Only.	Step	3.	Save	the	word	file	and	reopen	it	again.	Note:	To	deactivate	the	read-only	mode,	open	the	file	and	click	the	File	tab.	Follow	the	route:	Info>	Document	Protect>	Read
more	read-only.	5	â	€	"Encrypt	with	password	Step	1.	Go	to	the	File	Tab>	Info.	Step	2.	Choose	Document	Protecting,	and	then	click	Password	Encryption	from	the	Options	menu.	Step	3.	Set	the	password	and	click	OK.	How	to	protect	Word	Document	from	Editing	and	Coping	Mac	for	Mac	users,	you	can	try	2	ways	to	limit	the	editing	function.	1	â	€
"Click	Always	Open	Read-Only	Option	Step	1.	Microsoft	Word	for	Mac	and	select	the	document	you	want	to	set	read-only	mode.	Step	2.	Click	the	File	tab	from	the	menu	bar	at	the	top.	Step	3.	Choose	Open	always	in	read-only	from	the	list	of	options.	Step	4.	Close	the	window	and	click	Save	in	the	pop-up	window.	Open	your	Word	file	again,	your	Word
file	will	be	in	read-only	mode.	2	–	Encrypt	Word	document	Step	1.	Open	Word	files	for	Mac.	Step	2.	Go	to	the	Review	tab	>	Move	to	Protect	>	Choose	Protect	Document.	Step	3.	In	the	Password	Protection	window,	set	a	password	to	open	or	edit	the	document.	document.A	password	that	you	can	remember	and	save	in	a	safe	place.)	Step	4.	Click	OK.
Bonus	suggestion:	How	do	I	block	a	certain	text	in	Word	what	happens	if	you	want	to	lock	a	certain	paragraph	to	edit?	Here	the	Restrict	Editing	function	allows	you	to	set	limited	access	for	everyone.	1	â	€	"Restrict	Formating	Style	Step	1.	Click	the	File	tab	and	choose	Edit	Restrictions.	Step	2.	In	formatting	restrictions,	select	limit	formatting	to	a
selection	of	styles.	And	then	click	Settings.	Step	3.	Select	the	styles	you	want	to	allow	on	your	document.	And	click	OK.	Step	4.	At	start	application,	click	Yes,	start	security	application.	Step	5.	Enter	the	password	and	reinsert	it	to	confirm.	2	â	€	"Use	the	change	to	change	Step	1.	Open	the	file	and	click	on	the	Revision	tab,	go	to	change	restrictions.
Step	2.	Select	Allow	this	type	of	change	in	the	document	and	select	No	Change	(Read	Only).	Step	3.	Choose	the	area	(paragraph	or	page)	that	other	users	can	modify.	Select	all	under	exceptions	(optional).	To	confirm	exceptions,	click	Yes,	start	security	application.	Step	4.	Enter	the	password	for	protection.	Final	words	Have	you	finished	limiting	text
on	PC	and	Mac?	Microsoft	Word	serves	different	choices	so	that	only	you	and	specific	people	can	change	the	entire	part	or	certain	section.	Note:	It	is	best	backing	up	the	sensitive	text	in	another	safe	location.	Double	protection	is	good	for	your	materials.	materials.
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