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WHAT’s New? ]

&ﬂing Password Protection for Opening Excel File \

Do you have a Confidential Excel File that needs
protection against unauthorized viewing? Or files that
you are the only one authorized to modify?2

- Here is a great way of safeguarding the contents of
your files, File Sharing Protection.

NOTE: Productivl.Ty is a regular email publication of Information Security and
IT Governance under NCVI. For comments and suggestions, kindly email:
ict-process@pijlhvillier.com

(ka l | Next> I Missed an issue? Click here to visit the Productivl.T.y section

in Mylink for back issues.
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Excel Tip: File Sharing Protection

There are two ways to protect your Excel File against unauthorized File Sharing.
e Password Protection upon Opening the File
e Password Protection in Modifying the File
To Setup File Sharing Protection:
1. Upon completing your file, click the Microsoft Office button el o d then select Save As.
2. This will prompt the Save As Dialog box.
3. Provide your desired File Name and File Type.
4. Before clicking Save button, click the Tools button on the bottom left part of the Save As Dialog.
Save As . 3 ‘ﬂﬂ
Savein:  [() New  @-3 X i3~
My SharePoint
Sitfs
MYL?QM
Documents
Desktop
My Documents
e |
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5. On the Tools options, select General Options.

L) Others
_JKaizen
) Admin Tasks
'>< Delete - V}rkPIaces
iter
ents

Map MNetwork Drive...
Properties

Web Options...

lRematado,xls
General Cptions,..

IExceI 97-2003 Workbook (*.xls)
| Compress Pictures..,

6. This will display the File Sharing Options.

To Setup Password Protection upon Opening the file

7. Provide your desired Password in the Password to open text box.

™ Always create backup
File sharing

Password to open: I*********

Password to modify: I

[ Read-only recommended
OK Cancel I

8. Then click Ok button. Excel ask you to retype your Password for confirmation. Click Ok button again.
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Confirm Password 21 x|

Reenter password to proceed.
*********'

Caution; If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe

pla emember that passwords are case-sensitive.)
OK Cancel |

9. It will redirect you back to the Save As dialog box.
10. You can now save your excel file. Click Save button.
11. The next time you will open your file, it will ask for the Password.

'‘Rematado. xls' is protected.

password: ||

| oK I Cancel |

To Setup Password Protection in Modifying the file

12. Provide your desired Password in the Password to modify text box.

[~ always create backup
File sharing

Password to open: |

Password to modify; [*rrsrkion

[~ Read-only recommended

OK Cancel
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13. Then click Ok button. This will ask you to retype your Password for confirmation. Click Ok button again.

Confirm Password ] 21 x|

Reenter password to modify.
I********* = n

Caution: Password to modify is not a security Feature. This
document is protected from unintentional editing, However,
the document is not encrypted. Malicious users can edit the

file an ve the password.
oK Cancel |

14. It will redirect you back to the Save As dialog box.

15. You can now save your excel file. Click Save button.

16. The next time you will open your file, it will ask for the Password for write access to be able to modify the file. Else,
it will be opened as Read-Only file.

'‘Rematado. xls' is reserved by
Leo Angelo Listana

Enter password for write access, or open read only,

Password: |

| Read Only I 64 Cancel
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