Preparing Word Forms for E‑Filing (Windows*)
To remove personal information, hidden text, and other metadata before filing or sharing a document electronically, using Word version 2007 or later, launch the “Inspect Document” tool.
1. [image: image1.jpg]W96l Form1.doc [Read-Only] [Compatibiity Mode] - Microsoft W

Home Insert  Pagelayout  References  Mailngs  Review  View T8
FED .
A Information about Form1
] C:\Law Office Road Map 2012\Forms\Form1.doc
1 Save as Adobe PDF
[ Open

Prepare for Sharing
Before sharing this file, be aware that it
contains:
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Go to File | Info | Check for Issues | Inspect Document (Alt + F + I + I + I).
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To check the document for the selected content, cick Inspect.

Comments, Revisions, Versions, and Annotations.
Inspects the document for comments, versions, revision marks, and ink annotatons,

Document Properties and Personal Information
Inspects for hidden metadata or personal nformaton saved with the document.

Headers, Footers, and Watermarks
Inspects the document for nformation in headers, footers, and watermrks

Invisible Content
Inspects the document for objects that are not visble because they have been formated as
invisibl. This doss not incude objects that are covered by other objects:

Hidden Text
Inspects the document for text that has been formatted as hidden.




In the “Document Inspector” window that opens, select the categories desired by checking the appropriate boxes (be certain to check the “Hidden Text” box to ensure that any remaining red, hidden instructional text in the document will be also be detected) and click the “Inspect” button.
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Review the nspection resufs.

7 Document Properties and Personal Information
“The following document information was found:
= Document propertes
= Author
=Related dates:
*Template name

1 Headers, Footers, and Watermarks
The folowing tems were found:
“Headers
=Footers
Headers and fooers may induse shapes such s watermar,

@ Invisible Content
No invisble objects found.

Hidden Text
Hidden text was found.

A\ Note: Some changes cannot be undone




In the second “Document Inspector” window that opens, review and remove any metadata found as desired.
CAVEAT: Although the above steps should remove basic metadata and the form instructions from the Word forms, electronic files contain all manner of metadata. It’s wise to familiarize yourself with the types of data stored by any software you use in the types of files you plan to share and reasonable measures available to remove that data before sharing.
*For Macintosh, see the “Remove Metadata” section of the document “Macintosh—How to Use the Word Forms.”

