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Your document files represent a substantial investment in time. Often, an existing file can be the basis of a new document and can save time in future tasks. Both of these factors give value to your files. Because of their value, you need to protect your files from accidental deletion.
Many files are confidential and need to be stored in such a way that ensures only authorised people can access or revise them. Just as you would lock confidential paper files in filing cabinets, you can “lock” your document files by giving them a password or saving them as read only files.
File Sharing Options
In many workplaces, computer networks allow several people to access to documents. While such multi-user accessibility is useful, security issues can arise when files are freely available to all and sundry. For example, confidential information may be leaked or sensitive information may be corrupted.
To counter these threats, Word has password options to restrict access to documents and limit what can be done to a document once it is open. 
Word’s password options are available from the General Options dialog box. Because it makes sense to assign passwords when the document is saved, you can access the General Options dialog box from the Tools menu in the Save As dialog box. 
Elizabeth Todd		16/12/2013
	Page 1 of 1
