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Manual Pengguna Enkripsi Dokumen MS Office Word dan Excel v1.0

SET ENKRIPSI DAN KATALALUAN DOKUMEN MS OFFICE WORD

(Microsoft Office 2010 dan 2013)

Langkah 1

Dwi-klik mana-mana dokumen MS Word anda untuk disetkan sebagai fail berenkripsi serta
berkatalaluan (encryption and password).

Langkah 2

Kemudian, klik menu File, pilih Info , pilih Protect Document, dan pilih Encrypt with
Password , seperti contoh rajah dibawah ini.

e Save . .
Information about New Micros
B Save As o i
C:\Users\[j\DesktopMew Microsoft Word Document.
| Open
.
& Close L.
5 Permissions
e Anyone can open, copy, and cha
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Recent Document =
i @@, Mark as Final Paparan MS Office Word
=] Let readers know the document is final
and make it read-only. 2010
Print () Encrypt with Password
__l]_; Require a password to apen this
Save & Send document,
% Restrict Editing
Help {*] Control what types of changes people
can make to this document.
] Options & Restrict Permission by People
_@ Grant people access while removing 4
Ed Exit their ability to edit, copy, or print

Add a Digital Signature

Y
ﬁ Ensure the integrity of the document
by adding am invisible digital signature.
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Info

How to encrypt documents in
S » Sun » documents = ktw = kbwiT{EXE IS0 » ¢

Protect Document

Control what types of changes p
Protect

Document -
Paparan MS Office Word

|—. s Mark as Final
2 Let readers know the document is 2013

final and make it read-only

Encrypt with Password f
ﬁ Password-protect this document !

by Restrict Editing
Control the types of changes others
can make

Office Tab b, Restrict Access -

|_&@ Grant people access while remaoving  *
Account their ability to edit, copy, or print,

L, Add a Digital Signature

Options

_E Ensure the integrity of the document
by adding an imvisible digital signature

Langkah 3

Anda akan dapati sebuah kekotak kecil akan keluar dan meminta untuk masukkan katalaluan baharu
dan klik OK. Disini, anda perlu mengingat katalaluan yang telah anda setkan. Sekiranya anda lupa,
ianya tidak dapat dibuka atau dikembalikan (recover) dokumen tersebut.

Encrypt Document 7 4

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it ]
cannot 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,)

)
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Langkah 4

Kemudian, anda masukkan semula katalaluan yang baharu (kepastian katalaluan) dan klik OK.
Pastikan ianya sama seperti katalaluan pada Langkah 3. Lihat contoh rajah dibawah.

Confirm Password ? X

Encrypt the contents of this file

Beenter password:

Caution: If you lose or forget the password, it
cannot 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.)

K Cancel
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SET ENKRIPSI DAN KATALALUAN DOKUMEN MS OFFICE WORD

(Microsoft Office 2007)

Langkah 1

Dwi-klik mana-mana dokumen MS Office Word anda untuk disetkan sebagai fail berenkripsi
serta berkatalaluan (encryption and password).

Langkah 2

Apabila anda telah membuka fail dokumen MS Office Word yang hendak di enkrip, klik
butang logo MS Office ! kemudian pilih Prepair 2 dan pilih Encrypt Document 3, Lihat
contoh rajah dibawah.

i Documentl - Microsaft Ward l — | =) |ﬁ]

i Review View '@,J

Prepare the document for distribution Koo - bein -

S Properties [ TR jv
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L I5]

(i ] Encrypt Document

Increase the security of the document by
adding encryption.

Restrict Per

Grant people access while restricting their  *
ability to edit, copy, and print.

Add a Digital 5ignature

Ensure the integrity of the document by
adding an invisible digital signature,

Mark as Final

Let readers know the document is final and
Publish ¥ make it read-only.

-
@ Run Compatibility Checker :
*, % J Check for features not supported by earlier a
| CElose versions of Word,
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»
£] Word Options | |)( Exit Waord i -
- : , = 5 ) (Hlz:
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Langkah 3

Seterusnya, anda akan dapati sebuah kekotak kecil akan muncul seperti contoh rajah
dibawah ini. Masukkan katalaluan baharu dan klik OK.

Encrypt Document

Encrypt the contents of this file
Password:

Caution: If you lose or forget the password, it cannot be
recovered, It is advisable to keep a kst of passwords and

their corresponding document names in a safe place,
(Remember that passwords are case-sensitive.)

[ oK ] [ Cancel ]

Langkah 4

Kemudian, masukkan lagi sekali kepastian katalaluan untuk di enkripkan. Pastikan katalaluan
anda sama seperti Langkah 3. Dan klik butang OK.

Confirm Password

Encrypt the contents of this file

Reenter password:

Caution: It vou lose or forget the password, it cannot 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 ] [ Cancel
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SET ENKRIPSI DAN KATALALUAN DOKUMEN MS OFFICE EXCEL
(Microsoft Office 2010 dan 2013)

Langkah 1

Dwi-klik dan buka mana-mana fail MS Excel anda untuk dilindungkan atau di enkripkan
dengan katalaluan.

H ;

FILE HOME IMNSERT

alls
B db Cut Calibri
ER Copy -
Paste B T
- ¥ Format Painter
Clipboard I

Langkah 2

Kemudian, klik menu File , pilih Info , pilih Protect Workbook Document, dan pilih Encrypt
with Password , seperti contoh rajah dibawah ini.

orkbook

Control what types of changes people can make to this workl

Mark as Final

EE Let readers know the workbook is final and

Encrypt with Password hat it contains:
Require a password to open this workbook.

l:‘ Control what types of changes people can

make to the current sheet,

Protect Workbook Structure of this file.
Prevent unwanted changes to the structure
of the workbook, such as adding sheets.
Account
Restrict Access
@ Grant people access while removing their ¥
ability to edit, copy, or print.

D Add a Digital Signature rorkbook is viewed on the
2 Ensure the integrity of the workbook by
adding an invisible digital signature.

Options
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Langkah 3

Anda akan dapati sebuah kekotak kecil akan keluar dan meminta untuk masukkan katalaluan baharu
dan klik OK. Disini, anda perlu mengingat katalaluan yang telah anda setkan. Sekiranya anda lupa,
ianya tidak dapat dibuka atau dikembalikan (recover) dokumen tersebut.

Encrypt Document

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot

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.)

QK

Cancel

Langkah 4

TSI

Lakukan perkara yang sama seperti Langkah 3. Pastikan katalaluan anda sama. Seterusnya anda klik

butang OK.

| Confirm Passwoard

Encrypt the contents of this file
Beenter password:

in a safe place.

Caution: If you lose or forget the password, it cannot
be recovered, It is advisable to keep a list of
passwords and their corresponding document names

[Remember that passwords are case-sensitive.)

QK

Cancel
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SET ENKRIPSI DAN KATALALUAN DOKUMEN MS OFFICE EXCEL

(Microsoft Office 2007)

Langkah 1

Klik dan buka fail MS Excel untuk dilindungi dengan katalaluan.

Langkah 2

Kemudian klik menu File dan seterusnya pilih m Info.

Bookl. - Microsoft Excel .

Insert Page Layout Formulas Data Review Vi

. il Save . A
Information about Book1
| G Saveas
L7 Open Permissions
(] A 2
ST Anyone can open, copy, and
ey change any part of thiz
Protect T K
Tvorkbook *
Recent
Prepare for Sharing
New Before shanng this file, be aware
that it contains:
l Print Check for Document properties and
' Issues ~ author's name
' Save & Send
Help Versions
} J There are no previous
- > versions of this file,
] Options Manage
B Exit Versions ~
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Langkah 3

Berikut anda klik butang Protect Workbook dan pilih Encrypt with Password.

Insert Page Layout

Formulas Data Review Vien

Langkah 4

Masukkan katalaluan baharu anda.

Encaypt the contents of this fie
Password:

[ Let readers know the workbook is final
and make it read-only,
Encrypt with Password
3 Require a password to open this
workbook.
Protect Current Sheet

Control what types of changes people can
make to the current sheet,

Information about Book1l

" | Permissions
&E Anyone can open, copy, and
change any part of this
Protect workbook.
Workbook «
| = Mark as Final

Caution: If you lose or forget the password, it cannot 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.)

[ o

J [ cancel |

—
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Langkah 5

Kemudian, masukkan sekali katalaluan anda untuk kepastian dan klik OK.

.
|
ol

Encrypt the contents of this file
Reenter password:
SERNNRNANMS
Caution: If you lose or forget the password, it cannot 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.)

Lo ][ concd |
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