Instructions for protecting/un-protecting a document for editing or filling in forms.

Microsoft Office Word 2007: 

To Un-protect the document. “For editing forms or adding additional content”

Step 1: With the document open, click the Review tab on your menu bar.

Step 2: Click the Protect Document Icon “It should be to the far right” and then click on Restrict Formatting and Editing.

Step 3: Under the Restrict Formatting and Editing menu on the right of the screen, Click Stop Protection. You will need to enter a password ONLY if you have assigned one.

To Protect the document. “So you can fill in the forms without editing”

Step 1: With the document open, click the Review tab on your menu bar.

Step 2: Click the Protect Document Icon “It should be to the far right” and then click on Restrict Formatting and Editing.

Step 3: Under the Restrict Formatting and Editing menu on the right of the screen, you will see three numbers. Make sure the checkbox under #2 is checked, then click the dropdown menu and choose Filling in Forms; then click Yes, Start enforcing Protection. You have the option of setting a password for the document; if you choose not to use one simply click the ok button with the passwords blank.
Microsoft office word 2003
To Un-protect the document. “For editing forms or adding additional content”

Step 1: 
