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The State’s email system is ng
numbers, an individual’s he
never be sent via email
information in the em

ation such as name, address, social security

Pand an individual’s earnings information should
encrypted attachment, and never include this

recipient b in a s¥parate email if possible, and never send the password in the same
email with '
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Encrypting Office 2007 Documents When Sending as Attachments

Click on the Office Button at the top left of the Office program you have open.
Choose Prepare

From the Prepare submenu, choose Encrypt

Enter a encryption password and click OK

. Reenter the same password and click OK

A W=

e = Encrypt Document

Prepare the document for distribution

Properties
~ t = View and edit document properties, such
QOpen as Title, Author, and Keywords.

get the password, it cannot be

. Inspect Document :
‘ @ Conyert rg‘l Check the document for hidden metadata doalfmt:nﬁeapngsiz c;f::f’: g;:is Sin
i ot personal information, v ?
(i — at passwords are case-sensitive.)
(I [ 7] Encrypt Document
‘ H Save ﬁ‘{v Increase the security of the document by
| adding encryption,

OK ][ Cancel ]

‘ H saveAs » || B Add aDigital Signature
% - [ Ensure the integrity of the docume
| adding an invisible digital signature,

@ print (@ Markas Final Confirm Password
(Il Let readers know the dgiment is final a

(it make it read-only. Encrypt the contents of this file

(I lfﬁ Prepare b | , )

(i ' Reenter password:

: [g - 1 ;--..-.-.- E
Caution: If you lose or forget the password, it cannot be
[ ) recovered. Itis advisable to keep a list of passwords and

g Publish their corresponding document names in a safe place.

‘ {(Remember that passwords are case-sensitive. )

i 1 __T Close

.ok | [ caneel |

=] Word Options | | X Exit Word |

If you have questions related to this GI, please contact Brandi E. Sandoval at 505-827-7289 or by
e-mail at brandi.sandoval@state.nm.us.
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