How to Remove Document Properties

On Word menu ribbon, click File. A blue border appears on the left-hand side. Scroll down and
click Info. A new set of options appears as follows:
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Options

Click Check for Issues (see red arrow). From the drop down menu, click Inspect Document. A
new pop-up box appears as follows:

Document Inspector ? X

To check the document for the selected content, click Inspect.

iComments, Revisions, and Versions:
Inspects the document for comments, versions, and revision marks.

Document Properties and Personal Information
Inspects for hidden metadata or personal information sa ment,

Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document.

Embedded Documents

Inspects for embedded documents, which may include information that's not visible in
the file.

Macros, Forms, and ActiveX Controls
Inspects for macros, forms, and ActiveX controls,

] nk

Inspects the document for Ink,

Collapsed Headings
Inspects the document for text that has been collapsed under a heading.

Close

Be sure the box for Document Properties and Personal Information is checked then click
Inspect.



If there is no identifying information associated with the document, a green check will appear
beside Document Properties and Personal Information. In that case, click Close then click Save
in the blue border on the left-hand side of the screen.

If Word detects identifying information, the preceding pop-up box will now have a Remove All
button next to Document Properties and Personal Information (see red arrow below). Click on
Remove All.
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Review the inspection results.

(~s) Comments, Revisions, and Versions
Mo items were found.

|  Document Properties and Personal Information
The following document information was found:

* Document properties
(&) Task Pane Add-ins
‘We did not find any Task Pane add-ins.

(©) Embedded Documents
Mo embedded documents were found.

Remaove All

(>2)  Macros, Forms, and ActiveX Controls
Mo macros, forms, or ActiveX contrals were found,

(~) Collapsed Headings
Mo collapsed headings were found.

| Custom XML Data
Custom XML data was found.

Remaove All

L Mote: Some changes cannot be undone,

Reinspect

A green check should now appear. If not, click Reinspect. When the green check appears, click
Close then click Save in the blue border on the left-hand side of the screen.

Your document has been cleared of identifying properties and is ready for submission.



