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	RIVER BEND EDUCATION DISTRICT
1315 S Broadway Street

New Ulm, MN  56073

ph(507) 359-8700

fax (507) 359-1161


RE: Password protecting your documents containing student information.

When submitting any Physical Holding forms or Seclusion forms to River Bend which contain student information, we ask that you password protect the document to protect your student’s privacy, as well as to follow Data Privacy laws.   This process is not difficult and creates a message of security for both your district and River Bend. 

(For a MAC)

1. After completing the document, click on WORD.
2. Select PREFERENCES...

3.  A pop up box will appear, click on SECURITY in the third row
4. Another pop up box will appear.  In the box that says “Password to Open”  enter a password.  (district initials + RBED)

5. Click OK.

(For a PC) 

1. After completing the document, go to FILE.

2. Select INFO.

3. Select PROTECT DOCUMENT.

4. Select ENCRYPT WITH PASSWORD.

5. Create your password in the pop up box.  (district initials + RBED)
6. Click OK
PHOTO DIRECTIONS (for MAC)
1.Click on Word (upper right corner) and then click on Preferences 
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Security options for *Password Protect.doc”

Password to open:

Password to modify:

() Read-only recommended | Protect Document... |

Privacy options

() Remove personal information from this file on save

() Warn before printing, saving or sending a file that contains tracked changes or comments

Description of preference
Password to open

Sets the password required to open the document. Word will not open the document without
the correct password and will open the document as read-only with the correct password. If you

lose the password, you cannot open your document. A password Is case-sensitive and can
contain up to 15 characters, including letters, numerals, and symbols.
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2. Click on SECURITY in the third row when the pop up box appears. 
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3.  In the box that says “Password to open” enter the password for your district (see above). Click OK 
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Photo Directions for PC…see below.

Photo Directions for a PC 

1. Upon completion of your document, click on FILE, scroll down and click on INFO and click PROTECT DOCUMENT.




2. Click on ENCRYPT WITH PASSWORD.



3.  Enter the password (see above) in the box and hit OK. 


