1. Open the file you would like to remove metadata from
2. Click the “Tools” menu and select the “Protect Document” option

Tools Table Window Help

Spelling and Grammar >
Thesaurus... AXER
Hyphenation...

Smart Lookup... AHL
Researcher...

Translate >
Language...

Word Count...

AutoCorrect Options...
Check Accessibility

Track Changes >
Combine Documents...

Block Authors
Unblock All My Blocked Areas

l Protect Document...

: Envelopes...
. Labels...

Macro >
Slow and Disabled Add-ins...
I" Templates and Add-ins...

Customize Keyboard...

3. Inthe “Protect Document” window check the box next to “Remove personal information from this
file on save

Password Protect

Security
Set a password to open this document:
Password:
Set a password to modify this document:

Password:

Protection

Protect document for:

Password (optional):

Privacy

Remove personal information from this file on save

Cancel m

4. Finish working on your document and then save
5. Once you have saved the file and this setting has been activated the file will no longer have any
identifiable information associated with it
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