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Levels of Protecting your Document

1. Mark as Final protects the document from being editing by anyone.

Microsoft Word

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

|
o/" When a document is marked as final, the status property is set to "Final" and typing, editing commands, and proofing marks are turned off.
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

[l pon't show this message again

|

]

HOME INSERT DESIGN PAGE LAYOUT ~ REFERENCES MAILINGS REVIEW  VIEW  Sangha, Nis... ~

0 MARKED AS FINAL An author has marked this document as final to discourage editing. Edit Anyway x
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2. Encrypt with Password creates a password prompt when opening the document.
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Save
Profect il
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% Mark us finas e
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Encrypt with Patsword
Cicsn Parpe-protiect tes documeet
Restrict tasing
"
Bt
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Add a Digital Signatere Related People
s
E e : Sangha. Nishma
Last Mc
Sangha, Nishma

Related Dotuments

Encrypt Document

Encrypt the contents of this file
Password:
L1211 1]

Caution: If you lose or forget the password, it cannat be
recovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

oK l l Cancel

Password B PY

Enter password to open file
htt...int.com/personal/10025595_id_chio_gov/Documents/IRM-Palicies/coudlock/Config of Admin.docx

QK l l Cancel
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3. Restrict Editing limits formatting to a selection of styles where users can specify what
can be changed.
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[ Editing ~

Restrict Editing v

1. Formatting restrictions
Limit formatting to a selection of styles
Settings...
2. Editing restrictions
Allow only this type of editing in the document:

Nao changes (Read only)

3. Start enforcement

Are you ready to apply these settings? (You can turn them off later)
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Selecting “Restrict Permissions” allows users to define the settings further.

I
. 7]
Permission L =
D Restrict permission to this document
mail addresses of users in the Read and Change b ample:
rate nam h a semicolon(; names from
i or Change button.
Read...
Users with Read permission can read this
document, but cannot change, print or copy
content.
Change...
Users with Change permission can read, edit, copy
content from, and save changes to this document,
but cannot print content.
—=
T — — |
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4. Restrict Access offers four options.

o Info

Aestrict Edriing

Restrict Access

A 2 Digital Sigratime
R

Sy

§ A resans

Sargha, Mehma

oeumants

og o

» Select who has Read access and who has Change access.

mE)
b

Permission

Restrict permission to this document

Enter the e-mail addresses of users in the Read and Change boxes (example:
‘someone@example.com’). Separate names with a semicolon(;). To select names from
the Address book, click the Read or Change button.

E;;! Read... 5‘:‘5_ &%
Users with Read permission can read this
document, but cannot change, print or copy
content.

[} change.. L

Users with Change permission can read, edit, copy
content from, and save changes to this document,
but cannot print content.

Maore Options...

Parmission

| Bestrict permission 1o this docurment
The following Ysers have permissson to this document:
MNarme Access Level

Mishma.Sanghadbdas.ohic.gev Full Contrel

Additional permissions for users:

This document expires og;:

Erint content
allow users with read access 1o Copy content
| access content prggrammatically
Addmional settings:
¥ Users can request additional permissions from:
mailta:hishma.Sanghaddas. chio.gov
Reguire a connection (o verfy a user's permission

Set Defaults...

Remaye

ok | Cancel ||

» Click on More Options for the ability to choose.
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5. State of Ohio- Confidential allows others to view the document, but not copy or print.

— Config of Admin.doo: - Word Ty = & X
(e) Sangha, Nishma -
L
N 1o
New
y Config of Admin
Open
X OnaDrive - State of Ohic, Depanment of Admin s Sendces, Office of Infarmation Technolagy » RM-Palicies » cleudiock
v ;
ks Protect Document Properties -
Save Ax J’ Contral what types of changes peaple can make to this documen, Size ABAKE
Pratect o
e Pages
Prinit |
b Words 0
' Mark as Final =

Share % otal Editing Time 33 Minutes

an i Title
Expart . . d \re: that it contains: Tags

’ 3

nerypt with Passwo, thars name _

Close Password- pratect this de Comments
abilities are unable to read

Restrict Editing Related Dates
Account T ———
Optians dre fornatad

Restrict Access “

<Oy, AT

mation Technology

s Add a Digital Signature
[-
A Tn

Last Modified By

Sangha, Mishma

Related Documents

CneDri_ - SMEppi 5 ! N wal- | Oi-:'.lu'.lu. w; Docu.

— 1110

Config of Admin

OneDrive - State of Ohio, Department of Administrative Services, Office of Information Technology » IRM-Policies » cloudlock

Protect Document Proper
[3 State of Ohio, Department of Administrative Services, Office of Information Size
Protect Technology - Confidential : This content is proprietary information intended for Pages
Document - internal users only. This content can be modified but cannot be copied and printed. Word
ords

When the document is open the following notice appears at the top.

i Calibei (Body * |11 | & &  Ba~ B iS-i=-%p- @ B ¥ : wasbeer AaBl dFind -
alibri (Body, + |11 3 # iv AsBbCcDd AsBbCeDd a L s o
2 - | 3 Replace
E : TR T R t=. Py yHormal | ¥NG Spac. He g2 We Em )
70 o formatPainter B 1 U v X X - ’ i A v : Select =
Chpbioard J ant ] Paragraph & Style . Editing -
o STATE OF OHIO, DEPARTMENT OF ADMINISTRATIVE SERVIC  This content is proprietary information intended for internal users only. This content can be modified but cannot be copled and printed. View Permission.. x

» Click on View Permissions to see the rights.
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My Permission @ %

You are currently authenticated to view this document as:
Nishma.Sangha@das.chio.gov

State of Chio, Department of Administrative Services,
Office of Information Technology - Confidential - This
content is proprietary information intended for internal
users anly. This content can be modified but cannot be
copied and printed.

II You have the following permissions:

View: Yes
Edit: Yes
Copy: Yes
Print: Yes
Save: Yes
Export: Yes

Access the document programmatically:  Yes

Full contral: Yes

Info

Config of Admin

pen 1 Depastment of Administrasve Services. Office of Infcematon Technology = BM-Folioes » clot
»~ ABKR
; e ;
Sk ¢ Mark as Final 42 Mirwstes
Expont o

Encrypt with Password

Restrict Editing

If shared, the recipient would only be able to view the document.
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My Permission

o)

P4

You are currently authenticated to view this document as:
Nishma.Sangha@das.ohio.gov

State of Ohio, Department of Administrative Services,
Office of Information Technology - Confidential View Only
- This content is proprietary information intended for
internal users only. This content cannot be modified,

You have the following permissions:

View: Yes
Edit; Yes
Copy: Yes
Print: Yes
Save: Yes
Export: Yes

Access the document programmatically:  Yes
Full control: Yes

—

When the document is uploaded in SharePoint the policies prevent it from being viewed in the

Quick View.

Office 365

@ New

All Documents

1 Upload & sync

B3 Config of Admin %

Sites

Ohio.gov DAS Microsoft Word Online

’ |

Changed by you on 9/21/2015 3:14 AM

Shared with lots

https://ohiodas sharepoint.com/SPO365/0neDrive/003%20Cloud %

EDIT SHARE FOLLOW

n this d
armation Rights
document

When the owner opens that document in the client sessions and not OneDrive, they are still

asked.

File In Use Pl X

Config of Admin.docx is locked for editing by 'another user'.
Do you want to:
@) Open a Read Only copy
Create a local copy and merge your changes later

Receive notification when the original copy is available

QK ] | Cancel
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