Instructions to Unprotect/Protect Microsoft Word Documents
Microsoft Word 97 – 2003 Users
Unprotect
· While the document is open, go to the Tools menu.
· Click “Unprotect document.”
Protect
· While the document is open, go to the Tools menu.

· Click “Protect Document.”
Microsoft Word 2007 Users
Unprotect

· While the document is open, click the “Review” tab.

· Click “Protect Document” at the far right-hand side.

· Click “Restrict Formatting and Editing.”
· Click “Stop Protection” at the bottom of the pop-out menu.

Protect

· While the document is open, click the “Review” tab.

· Click “Protect Document” at the far right-hand side.

· Click “Restrict Formatting and Editing.”
· Click “Yes, Start Enforcing Protection."

· Click “OK” without selecting a password.
