1. Password Protecting Files
Since these files have PIl (SSN, DOB), you need to
protect the files. One way is to set up a password
protection. You will need to enter the password to open
the file.

1.1 Identify Excel Version

The instructions for working with Excel differ based on
the version of Microsoft Office that you have. You may
be able to determine what version of Microsoft Office
you have by looking at the Start Menu. If not, the
following information may help you determine wich set
of instructions to use. Please note: The pictures are
from Word, but the same steps apply to Excel.

B s
e Click on the Microsoft Gem or Start * “ emblem
on the bottom left to open the Start Menu.

e Double click the Microsoft Office folder.

Maintenance

Mcifee

Microsoft Lync

Microsoft Mouse and Keyboard Center
Microsoft Office

Microsoft Office 2013

Microsoft Silverlight

Mozilla Firefox

QuickTime -

FIGURE 1 START MENU

The programs listed inside of the folder will have the
year of release as part of the program name. Example:
Microsoft Excel 2010 is the 2010 edition (Figure 2).
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1.2 Excel 2003

| Microsoft Office
@ Microsoft Access 2010
[¥] Microsoft Excel 2010
m Microzoft InfaPath Designer 2010
m Microsoft InfoPath Filler 2010
@ Microsoft OneMote 2010
| 9] Microsoft Qutlook 2010
|E| Microsoft PowerPoint 2010
|E| Microzoft Froject 2010
[B] Microsoft Publisher 2010
|i—| Microsoft SharePoint Workspace 201
(W] Microsoft Word 2010
. Microsoft Office 2010 Tools

FIGURE 2 OFFICE MENU

1.2.1 Identify Excel 2003

Office 2003 has text-based menus on the gray bar: File,
Edit, View, Insert, Format, Tools, Table, Window, and
Help. (The screen shots are based on Word, but it
works the same in Excel.)

¢ Click Help = About (Figure 3)

¢ In the About Dialog box, find the version on the top

line.
@ pocument 1 - Microsoft Word M=l E3
File Edit Yiew Insert Format Tools Table ‘Window | Help Type a question far help + X
-Q) H MNarmal + TimesMewRoman « 12 - | B | Microsoft Office Ward Help  F1

Microsoft Office Online
Contack Us

Custamer Feedback Options...

About Microsaft Office Word

¥

FIGURE 3 IDENTIFY EXCEL 2003
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About Microsoft Dffice Word

Micrasoft® Office Word 2003 (11,8313.8221) SP3 «
Part of Microsoft OFfice Professional Edition 2003

Copyright @ 1983-2003 Microsoft Corporation. All rights reserved.

Portions of Intemational ComactSpel™ spalling comection system @ 1333 by Lemout & Hauspie Speech
Products M4, All rights reserved, English thesaurus content deweloped For Microsoft by Bloomsbury
Publishing Plc, French spelling checker, dictionaries, hyphenator tool, thesaurus and application @ 13342000
SYNMAPSE Déweloppement, Toulouse (France), All Aghts reserved, Spanish Spelling Engine, Hyphenation
Engine, and Thesaurus Engine @ 1998-2002 by SIGMUM Cfa, Ltda. Quits, Ecuador. Al rights resenved.
French and Spanish bilingual dictionaries @ Langenscheidk KG Betlin and Munich 2000, Certain templates
developed For Microsoft Corporation by Impressa Systems, Santa Rosa, Califamia, Compare Wersions
(@1993-2000 Advanced Software, Inc. All rights reserved. The American Heritage Dictionary of the English
Language, Third Edition Copytight @ 1392 Haughton Miffin Gompany, Electronic version licensed from
Lemout & Hauspiz Speech Products MY, All ights reserved,

This product is licensed to;

Wicrosoft Corporation
Product ID:

“iews the End-User License Agreement

‘\Warning: This computer pragram is protected by copyright law and international
treaties. Unauthorized reproduction or distribution of this program, or any portion of

it, may result in severe civil and criminal penalties, and will be prosecuted to the G

maximum extent possible under the lavw, EhE I ko |
Tech Support... |
Disabled Items... |

FIGURE 4 ABouT DIALOG Box

1.2.2 Password Protect in Excel in 2003

e Go to the File menu and click Save As (Figure 5)

ﬂ Microsoft Excel -
Eﬂ Ei Format Tools

Data Window Hi

= Open... Ctrl+O

L

B

Close oW

Save Workspace...

%3 File Search...

Permiszion 3

Web Page Preview

Page Setup...
FIGURE 5 EXCEL 2003 FILE > SAVE As

=y
=
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Navigate to drive and/ or folder where you plan to
save the document in the Save in box at the top.

(Figure 6)

Enter the document name and click OK.

Save As EEJ
Save jn: () My Dacuments vl @ | @ X Cy T~ Took-~
jl"'h.' Music Wy
i b (2hMy Pictures
My Recent My Received Files
Documents
Deershbop
My Documents
My Computer
g iFlle i [ | [ Save ]
Iy Netwieek:
Places Save 35 LDE! | Microsoft Office Exeel Workbook ~
FIGURE 6 SAVE IN DIALOG Box

From the Tools menu, click Options. (Figure 7)

Shared Workspace...
Share Workbook...

Protection 3

QOnline Collaboration  »

Formula Auditing »

g ||

FIGURE 7 TooLs > OPTIONS
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1.3 Excel 2007

Password to Open (Figure 8).

Password to Modify.

Options 0

[ view [ colistin | Edt | General | Transition
| coor [ intermationsl | save [ Emor Cheding

File encryption settings f ‘ool

Password to modify:
[F] Read-only recommended N

Digital Signatures...

Privacy options

"] Remove wation from file properties on save

Password to open: @ ...........
File sharing settings for this

Macro securi
Adjust the su might contain macro viruses and Macro Security. |
SPECIY NEAMES b et MACT0 08 = -

FIGURE 8 SECURITY TAB PASSWORD FIELD

1.3.1 Identify Office 2007

Office 2007 introduced tabs and the Microsoft Office

fill=
Button ““® and a tab menu.

¢ Click the Microsoft Office Button

fill=]
2

> Excel Options.

On the Security tab, type a password in the field for

You do not have to add a password in the field for

¢ In the Options dialog box, click Resources. Find the

version. (Figure 10)
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B Recent Documents
Hews
“~
J Qpen
0 Sane
I:-_S' Sawe fis b
= F

9 Prepare

/' Publish *»
=
 Clase 2
2] wiord Options | X ExitWord

FicURF 9 OFFIcF 2007 GEM AND OPTIONS

Word Options i E3
Popular [l Contact Microsoft, find online resources, and maintain health and relizbility of your Micresoft Office
g L9 programs,

Display

Proofing get updates Check for Updates

Save Get the latest updates avsilsble for Microsart Office,

Tupagraphy run Microsoft Office Diagnostic Diagnase

Advanced Diagnose and repair problems with your Microsoft Office programs,

Customize contact us Lantact Us

Adaudns Let us know if you need help, or hows we can make Microsoft Office better,

Trust Center activate Microsoft Office J

e — |J cthation Is required to continue Using all the features In this product

—— T go to Microsoft Office Online G0 Online
Getfree product updates, help, and online services at Migrasoft Office Online
about Microsoft Office Word 2007 @ About
Microsoft® Office Word 2007 (12,0.6504.5000) 5P2 M5 OHE2.0.6529.5000)

)
A

Ficure 10 OFFICE 2007 RESOURCES

1.3.2 Password Protect in Excel 2007

i r.

Click the Microsoft Office Button (& > Save As. Use

the down arrow in the address box at the top to

navigate to where you plan to save the document.

Enter the document name and click Save (Figure

11).
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] save as
@vv\ 1+ Libraries | Documents] ] Excel [ 43 |[ Search Ercel )
Organize v New folder =~ @

3] Microsoft Excel — Documents library .
Arrange by:  Folder +
Excel
W Favorites E MName Type Size
wwu Libraries Mo items match your search.
ﬂ Documents [ |
& Music
[ Pictures
B® Videos
] www Ala | i |
File name:  Numbers.xlsx -
Save as type: [EKCE| ‘Workbook ("xlsx) hd
Authors: Owner Tags: Add atag
[F] Save Thumbnail
= Hide Folders Tools  ~ Save

FIGURE 11 OFFICE 2007 SAVE As DIALOG Box

Click the Microsoft Office button, point to Prepare, and
then click Encrypt Document (Figure 12).

@H'F‘ Cu
hLwnl

W

-

|/ Qeen

Prepare the document for distribution

o)

._u
N

o

2

L Wiew and edit workbook properies, such

Properties

as Title, Authar, and Keywords.

Inspect Document
Check the workbook for hidden metadata
orf personal information.

Encrypt Document
increase the security of the workbook by
adding encryption. R

Bestrict Permission

Grant people access while restricting their  *
ability to edit, copy, and print.

Add a Digital Signature

Ensure the integrity of the workbook by

adding an invigible digital signature.

FIGURE 12 OFFICE 2007 ENCRYPT DOCUMENT

In the Password box, type the password and select OK.
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1.4 Excel 2010
1.4.1 Identify Office 2010

Office 2010 introduces the File tab and the Microsoft
Office Backstage view.

Select File = Help

Under Product Activated, find the version (Figure 13).

Wil id = = B =
(Bl e eeiean e Mailings Review  View  Developer 9

I save

= fiin Support »] ﬁo Micresoft®
Microsoft Oifice Hel J o Ce

= Py . oo OTTI

o [ Getting Started

s 6 Contactls Product Activated
Microsoft Office Professional Plus 2010
Toels for Werking With Office Thi ins Microsoft Access, Microdbig el icrosoft

Recent e, Microsoft OneMote, Microsoft Outlock,

©  Options Microzoft PewerPeint, Microsoft Publisher, Micresoft Ward,
MNew Microsoft InfoPath,
3 Checkfor Updates Change Product Key
Print
About Microsoft Word
Save & Send Varclon (32-bit)
Additional Version and Copyright Information
2 Part of Micresoft Office Professional Plus 2010
" options 2 2010 Microsoft Corporation. All rights reserved.
ft Customer Services and Support
3 et D

FiGURE 13 IDENTIFY OFFICE 2010

1.4.2 Password Protect Excel 2010

See Password Protecting instructions for Office 2010,
Office 2013 and Office 365 (page 9)

1.5 Excel 2013 and Office 365

1.5.1 Identify Office 2013 and Office 365

Office 2013 and Office 365 still use the File tab and the
Microsoft Office Backstage view.

e Select File > Account
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¢ Under Product Information find the version. (Figure
14)

o ] Office

Frocucl Altnaled
I Fcroacit Oflice Frodedonal Pin

b pealiei | o wnlawr,
bl NIITITITY
Qffice Therme Abous Ward
== T ﬂ Ly e il Wi

Aliad SN ———
Connecied Serdces Yond

dd bl

FIGURE 14 ACCOUNT = PRODUCT INFORMATION

1.5.2 Password Protect in Excel 2010, 2013 and
Office 365

e Click File > Save as.

¢ Use the down arrow in the address box at the top to
navigate to where you plan to save the document.

e Enter the document name.

¢ Do not click Save yet. (Figure 15)
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\‘z_l Save As u
@\;,.v| » Libraries » | Documents | » | Excel ~ [ 44 || search Excet ol
Organize Mew folder = @

- 2
7] o
(3] Microsoft Excel Documenits library | Fokics =
Excel
gl = Name : Type Size
7 Libraries Mo items match your search,
j Documents b
J‘r Music
[E=] Pictures
¥ videos
il www ~ I | 3
File name:  Numbersxlsx -
Save as type: IEx(EI Workbook (*.xlsx) -
Authors: Owner Tags: Add atag
[ Save Thumbnail
= el Tools + | Save | [ Concel
FIGURE 15 EXCEL 2010+ SAVE As DIALOG

Click on Tools (bottom right) > General Options

(Figure 16)

Tools = [ Save l [ Cancel

Map Metwork Drive...
Web Opticns...

I General Options... [ I

Cormpress Pictures... w

FIGURE 16 TooLs > GENERAL OPTIONS

In the Password to Open box, type a password and

select OK. Select Save( Figure 17).

General Options @

|:| Always create backup
File sharing

Password to open: LIy
Password to modify:

|:| Read-only recommended

[ OK ][ Cancel ]

FIGURE 17 PASSWORD DIALOG Box
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