
Right Click on your document and click send to Compressed (zipped) Folder. 

 
 
 
Find compressed zip file. 
Double click on compressed zip file. 

 
 
 
 
 
 
 



Click file, Add a Password… 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Type in an alphanumeric password and click O.K. 

 
 
Your document is now password protected and ready to send securely via email.  : ) 


