How to protect your doc by enabling “Read Only”

When you are finished with your document and are ready to save it and enable “Read Only”, click the
“Microsoft Office Button”.
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Click “Save As”. Save as a word doc.

3 How Save 2 copy of the document

E_luuunomnut
T save the fite as a Word Document.

] Word Tempiate

=] . Word 97 2003 Document
& save ks | b Save a copy of the document that Is fully
compatibie with Word $7-2003.

=Y -

ﬁﬁgﬂu » | vy 9penDotument Text
Save the pen Dacument

Farmat,

E il AR ice Button.

Publish 3 copy of the document as a POF o
file.

LT T
& POF Dotument =
Save current document as a POF file. =1

| 23 word Options || X Exttword | ﬂ-ll’llniﬂ’ |

When you get to the point that you are naming the doc, Click “Tools”. Then click “General Options”.
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Before completing the next step, consider saving an unlocked copy and then save your locked copy
with a slightly different name.

Select the “Read-only recommended” checkbox. Click “OK”. Then Click “Save”.
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Macro security

Adjust the security level for opening files that might [IMacm Security... ]
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