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Encrypting Office 2010 Documents
	These instructions apply to Office 2010 documents, Excel, PowerPoint, and Word.
Click on File

Click on Info


Click on Protect Document

Click on Encrypt with Password
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	Use a strong password (minimum of 8 characters, 1 capital letter and 1 numeric character.) 
Remember this password, if it is forgotten the document cannot be opened. 

Forward the password to the recipient in a separate e-mail. 
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