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Here are instructions on how to encrypt a Microsoft Excel Spreadsheet
(Requires MS Office version 2002, a.k.a. Office XP, and newer)

Using Microsoft Excel, open the spreadsheet that you want to Encrypt.
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Click on the Tools menu, click the Options tab, and then click the Security tab.
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Click the advanced button. From the Encryption Type menu, scroll down and chose

file:///C:/Users/Steve Singer/Documents/2011/EMPLOYMENTSKIPTR...

RC4, Microsoft Enhanced RSA and AES Cryptographic Provider (Prototype). Leave the Key Length set to

128 and the Encrypt document properties check box, checked.

Click OK.
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Now type a password in the "Password to Open" field, click okay.

I u 2l x
View | Caleulstion | Edit | General | Tramstion | custemtists | chart |
Colar | International | Save I Error Checking I speling Security

File-gncryption settings For this workbook

Password to open; |

File: sharimg settings For this warkbook

Password tomedify: |
[ ‘Read-only recommendad
Digital Signatures. .,

Privacy options
™ Remove personal information from File properties on save

Macro security

Adjust the security level Far Files that might coritain macra viruses
and specify names of trusted macro developers,

Macro Security.. .

8] 4

Zancel

You will get another dialog box asking you to Re-Enter your password. Please re-enter your password and

click ok.

Confirm Passwuﬁl B __3_'(_]
Reenter password ko open:

I
Caution; If vou lose or forget the password, it cannot be
recovered, (Remember that passwords are case sensitive.)

Ok Cancel I

Remember: It is difficult to recover a password protected or encrypted file if you lose the password.
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