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Bolton Integrated Working Processes

Password Protecting Documents
This document explains how to password protect Word documents when sending sensitive case information via email. If you are unsure as to whether or not this is adequate or appropriate for the document you are sending then please contact the Integrated Working Processes team on 01204 331394 or discuss with your line manager.
Once the document you are wanting to password protect is completed, save as normal using File – Save as from the top menu options:
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In the SAVE AS window, select TOOLS from the top menu and then security options as shown in the diagram below:
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In the SECURITY window, type the password into the PASSWORD TO OPEN field:
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Once you have typed in your password, select OK and the SECURITY WINDOW will ask you to confirm the password. Re-type your password in the relevant field as shown in the diagram below:
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Once completed, select OK and the document should be saved with an attached password.

You are now able to send this document via email as normal. Please ensure you have agreed the password you have used with the Integrated Working Processes team.

If you are unsure about any of the process highlighted in this guide then please contact the IW team on:

Telephone – 01204 331394

Email – boltonisa@bolton.gov.uk 
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Bolton Integrated Working Processes
Password Protecting Documen

This document explains hov to password protect Word documents when sending sen:

information via email. If you are unsure as to whether or not this is adequate or appropriate for the
document you are sending then please contact the Integrated Working Processes team on 01204
331394

Once the document s completed, complete the save as norm

File - Save ad
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