Transition Guidance SEND Appendix 1
Secure Communication

Password Protecting your Transfer Records
for Emailing

When sending your transfer records to the receiving setting they will need to be emailed securely.
This requires you to add a password to each of your documents before emailing. You will then need
to phone the recipient to advise them of the password. DO NOT EMAIL THE PASSWORD.

You will need to password protect each document individually, however you could use the same
password for all the records and attachment them all to the same email.

Protecting and Sending the Documents

1. Complete and save each document.

2. Click on FILE, info, then click the Permissions button (the one with the padlock and key icon)

w Latest version of Bristol CC EYPS Trasafer Recoed 2020 (2) (§).doc [Read-Only] [Compatibilty M.
of
Information about Latest version.
[N}
e W)
- -
Sove & Send
Help
e b}
H 1 : ’
3. From the drop down list, select ‘Encrypt with Password
Relat}
< Permissions
_r'l $ Anyone can open, copy, and change
” any part of this document.
Protect
Document
Relat}
@ Mark as final
S
y Let readers know the document is final
T and make it read-only
(71 Encrypt with Password that
__'_[" Require 3 password to open this shoy
document s

5 Restrict Editing
{s] Control what types of changes people
can make to this document den
%  Restrict Permission by People
Q Grant people access while removing
their ability to edit, copy, or print cked
sse of

Versions
=




Transition Guidance SEND Appendix 1
Secure Communication

4. Type in a password — remember this is case sensitive and that you will need to be able to
spell this out via phone to the provider.

' Encrypt Document ﬂ:i: 1

Encrypt the contents of this file
Password:

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

[ OK ] { Cancel ]

5. Repeat / Confirm the same password
|

Confirm Password M

Encrypt the contents of this file

Reenter password:

Caution: If you lose or forget the password, it cannot be
recovered. Itis 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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6. Click Save again - your document is now password protected. No one can open it without the

password you set. If you want to ‘test’ that it worked, just close the document and re-open it
and you will see the request for the password...

now

7. Send your documents via your usual email system (e.g. outlook or Hotmail etc.) and then

follow up the email with a phone call to disclose the password.




