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Preparing Documents for Sharing

®" The new *.docx file format
= Open documents in Compatibility Mode

= | imitations

® Convert previous versions to *.docx
® Convertversus Save As




Preparing Documents for Sharing

" Prepare backward-compatible documents

File name: Effective Presentations, docx

\Waord Docume

ument. To
the file in one of the
Summary Mumber of occurrences

Smartart graph i rerted into a single object that can't be
edited in pre: ord.

& chart in this document side of the row
and column i f th
columns by &




Preparing Documents for Sharing

= Compatibility pack for users of earlier
versions
= Download from the Microsoft website

®" The Document Inspector

Avoid accidentally sharing personal information



Controlling Document Access

® Set formatting restrictions

Restrict Formatting and Editi ¥ X Restrict Formatting and Editi * X

1. Formatkting restrictions Your permissions

o _ _ i This docurment is protected Fram
Lirnit Formatting ko a selection of uninkentional editing.
skyles You may freely edit in this reqgion.
Settings...

You may Format kexk only with certain

Available skyles, ..

= Apply editing restrictions
and exceptions

Z. Editing restrictions

&l only Ehis bvpe of ediking in
the docurnent:

Exceptions {optional)

Select parts of the document and
choose users who are allowed ko

Mo changes (Read only) % Freely edit them.

aroups:

Everyone

Tracked changes
Carmrments
Filling in Forms

ind
= whao are allowed ko
5 Freely edit them,




Controlling Document Access

" Set document passwords

General Options

File encryption options for this document

Password ko open: seae

File shating aptions for this docurment

Password ko modify: | gees

adding an nvisiole digital signature.

|_. Mark as Final

_| Let readers know the di mumen’rl final and
make it read-only.

patibility Checker
features not supported by earlier

Page:1 ofl @ Words: 256

On the status bar



Attaching a Digital Signature

= Create a self-signature
rSign 1

Before signing this document, verify that the content you are signing is correct,

Type your name below or dick Select Image to select a picture to use as your

signature:

X Suzanne Frost

Suzanne Frost

Sales Representative

® Purchase a digital signature
= Providers available on the Microsoft website

Page: 4 of 4  Words: 577

On the status bar
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