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Chapter 4: Collaborate on documents
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In the Encrypt Document dialog box, enter the password you want to assign in
the Password box, and then select OK.

In the Confirm Password dialog box, enter the same password in the Password
box, and then select OK.

MyDocument.docx - Saved to OneDrive

Info

MyDocument

OneDrive - Personal » Documents

IJE Protect Document
oy

@ |:l\ Certain types of changes are
Protect restricted in this document.
Document ~

The protected status of the document is displayed on the Info page of the Backstage view

Close the document and save your changes.

On the Save As page of the Backstage view, navigate to the folder you want
to save the password-protected document in. If necessary, select Browse to
display the Save As dialog box.

If you want to make a password-protected copy of the document, enter a name
for the copy in the File name box.

Near the lower-right corner of the Save As dialog box, select Tools. Then in the
Tools list, select General Options.

In the General Options dialog box, enter the password you want to assign to
the document in the Password to open box. Then select OK to display the
Confirm Password dialog box.

Enter the same password in the Reenter password to modify box, and then
select OK to set the password.

In the Save As dialog box, select Save. If Word prompts you to overwrite the
original document, select Yes.
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To remove password encryption from a document
1. Open the document and enter the correct password.

2. On the Info page of the Backstage view, in the Protect Document list, select
Encrypt with Password.

3. Inthe Encrypt Document dialog box, delete the password from the Password

box, and then select OK. -

Coauthor documents

Whether you work for a large company or a small organization, you might need to
collaborate with other people on the development of a document. No matter what
the circumstances are, it can be difficult to keep track of different versions of a docu-
ment produced by different people. If you store a document in a shared location such
as a SharePoint document library or Microsoft OneDrive folder, multiple people can
edit the document simultaneously.

After you save a document to a shared location, you can open and edit the document
stored on the site just as you would if it were stored on your computer. Other people
can also open and edit the document either by browsing to it or from an invitation
that you send. This facilitates efficient collaboration between people regardless of
location, schedule, or time zone.
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The process of inviting people to edit a shared file depends on the storage location.
The file is automatically shared with other people who have access to the SharePoint
document library or OneDrive folder. You can invite other people to edit or view the
file from the Share pane.

Document stored on SharePoint Document stored on OneDrive
| x
Share T
Send Link Invite people
jaime@contoso.com: @
Canedit -
@, People in Online Training Solutions, Inc. e - :
=] : < 2 Hi Jaime, can you please take a look at this document
with the link can edit. Wit e?

Share

Add a message (optional) Joan Lambert
Owner
Trinity

@

Copy Link Qutiock

Send as attachment

D Send a Copy Get a sharing link

The Share pane functionality varies depending on the document storage location

When other people open a shared file for editing, Word alerts you to their pres-
ence by displaying their user badge (a round badge displaying a photo or initials)
on the ribbon.

Joan Lambert =

ﬂ 1# Share D) =

Editing x L

Dictate
Jaime Odell is editing now. v

An alert appears as each editor opens
the document
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Clicking an editor’s user badge displays options for tracking the work that person
is doing in the document and communicating with the editor. If the file is stored on
SharePoint, you have the option of chatting with other editors directly in the document.

Chat button Chat pane

Joan Lambert

CommunityEvents.docx -

Saving... =

Design Layout References Mailings Review View Help 2 Tellme @

PARK ACTIVITIES

During the Farmers’ Market season, join us every other Thursday night for park activities, such as kickball, relay races, and
other outdoor games! Details for these games will be available at the market each Thursday @
=

1 participant

SCAVENGER HUNT Good idea! Now that we have
the xylophones installed in the

Learn more about the people and businesses in our community while having fun and getting a littl park, we could invite the music
welcome to come challenge their sleuthing abilities, We'll baweParticipaic[ifferent scavenger hur teacher to teach kids a song on
summer. Watch our website for dateftimemore information] or let us know if you want te be notifi one of them,

The XyloBeatNiks :) a
MOVIE NIGHT IN THE PARK
What better way te enjoy a mevie than with family and friends on a beautiful night under the stars  They could perform at the a

and Join us for this free event. We'll have snacks on hand, so bring your appetite! Watch for dates ¢ potiuck.

on your calendar. :
@ | love that idea--and the name!

POTLUCK/GAME NIGHT

Here's your chance to share your favorite dishes and make some new friends. We'll have games fo
entire family. A full belly and a fun night without the clean-up! Watch for the dateftime in the next

w s - 8 + 100%

The Chat button is present only when other people are editing the document

Word keeps track of the content that people are editing and locks paragraphs so only
one editor can work in each paragraph at a time. If you try to edit a paragraph that
someone else is working in, Word shows you who is editing it so you can contact them
if you need to.

Paragraph locked
by another editor Active editing point

SCAVENGER HUNT

Jaime Odell Learn mere about the people and businesses in cur communityfwhile having fun and getting a little exercise. All ages are
| welcome to come challenge their sleuthing abilities. Ji=' b=w=Participate different scavenger hunts throughout the
summer. Watch cur website for datejtime info, or let us know if you want to be notified another way.

MOWIE NIGHT IN THE PARK

What better way to enjoy a movie than with family and friends on a beautiful night under the stars. Pack up the lawn chairs
and join us for this free event. We'll have snacks on hand, so bring your appetite! Watch for dates and mevie infe to mark

on your calendar.

Word indicates the areas of the document that are being edited
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If you turn on change tracking in the document, it is on for all editors. If each person
working in the document tracks his or her changes, the tracked changes remain avail-
able so that the document owner can accept or reject changes when the team has
finished working on the document.

To make a document available for coauthoring

B Save the document to a SharePoint document library or OneDrive folder.

To begin coauthoring a document

1.
2.

If the document is stored in a SharePoint document library, do NOT check it out.

Open the document directly from the SharePoint document library or
OneDrive folder.

Edit the document as you would normally. Other editors can open and
coauthor the document from the same location.

To display the Share pane

®  On the ribbon, to the right of the Tell me box, select the Share button.

B On the Share page of the Backstage view, in the right pane of the Share with

People page, select the Share with People button.

To invite other people to edit a file stored in OneDrive

1.
2.

Or

152

Display the Share pane.

In the Invite people box, enter the names or email addresses of the people you
want to invite to edit the document.

In the permissions list, select Can edit to allow the recipients to make changes
to the document.

In the message box, enter any specific message you want to include in the
sharing invitation.

Select Share to send an email message that contains a link to the document
on OneDrive.

Display the Share pane.

At the bottom of the pane, select Get a sharing link, and then select Create an
edit link to display a link to the document.
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3. To the right of the link, select Copy.

4. Paste the copied link into an email message, instant message, or other commu-
nication form, and send it to the people you want to invite to edit the file.

To move to the location in a document where another editor is working

1. Onthe ribbon, select the user badge of the editor you want to locate.

£ Tell me ﬁ allellal @

L Jaime Odell gJ
Sharing live edits ltate
Go to Edit Location i
ice ~

Chat
Open Contact Card

You can easily locate edits other people
are making

2. Onthe menu, select Go to Edit Location.
To begin a chat in a document stored on SharePoint

B On the ribbon, select the user badge of the editor you want to chat with, and
then select Chat.

Key points

B You can insert comments in a document to ask questions or explain
suggested edits.

B You can track the revisions you make to a document without losing the original
text. Word assigns different revision-tracking colors to multiple reviewers so
you can easily identify change sources.

B You can merge multiple versions of a document so that the changes in all
versions are tracked in one document.

®  |f only specific people should work on a document, you can protect it with a
password. You can also restrict the types of changes people can make or force
all changes to be tracked.

B Multiple people can simultaneously edit a document stored on a SharePoint
site or on OneDrive.

Key points
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