Guideline: How to unlock and lock document template

Text editors described: Microsoft Office Word 2013

Certain functions may be deactivated in a template-based document. By unlocking the template
the functions will be activated.

NB: To use the automatic forms in the Log 950 template front page and publication agreement to
work, the template must be in locked mode.

Unlock document

“ HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

T | 4aBbCel 1.C
Paste L\v -

Clipboard = Font Paragraph

Click the REVIEW tab
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Reject Q:BI

Accept Compare Block Restrict
2] Next Authors - Editing
Changes Compare Protect ~

Restrict Editing ¥ %

Your permissions

This document is protected from
unintentional editing.

L} You may only fill in forms in this
region.

. Q Stop Protection
-

Choose Restrict Editing (1) and Stop Protection (2)
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Lock document

Reject ~

¥

aprevious .
Accept Compare Block Restrict
- 2] Next - | Authors~ [ENERS

Changes Compare Protect

Restrict Editing

% 1. Formatting restrictions
[ Limit formatting to a selection

of styles
Settings...

2. Editing restrictions

[v| Allow only this type of editing
in the document:

Filling in forms

Select sections...

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later

Yes, Start Enforcing Protection

v X

Click Yes, Start Enforcing Protection

tart Enforcing Protection -

Protection method

@ Password

L2l

(The document is not encrypted. Malicious users can edit

the file and remove the password.)
Enter new password (optional): |
Reenter password to confirm:

User authentication

(Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is

enabled.)

Click OKin the dioalogue box. Apassword is not necessary!
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Sist oppdatert: 14.01.14, IT-senteret (AML)
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