1. Click on “File” in the upper left hand corner of the document.
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2. Select “Info” on the left-hand pane.
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3. Click on the “Protect Document” button.
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4. Select “Encrypt with Password.”
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5. Enter your selected password. You will have to enter it twice, click “OK,” and save the document before closing it to password protect the document. Reopen the document to confirm that the password has been applied and allows access to the document upon entry.
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