Prevent Any Changes to a PowerPoint Presentation

Situation:
You don’t want people to be able to change the presentation.

Overview:
After saving the file, you will prepare the presentation. An icon on the status bar will display the Final
icon.

Step by Step Instructions:

1. Your PowerPoint presentation has been created and saved
2. Click the Office button
3. Select Prepare N L
Mark as Final @
] Mew Prepare (he docusment for distribution 1
o 5 Properties
- o—, View and <84 prédandstion propertie
) Qpen such a3 Title, Author, and Xeywords
,  Inspect Document

Tave :‘:;7‘, Chedk the presentstion for hidden
metadata or personal Information.

i

. 1) Encypt Document

‘1{ Savelis % | UBAE ncreane the secueity of the presentation by
45

Miding encryptien.

Print > Bestrict Permission
e 7& Grant people prress whide restncting ther
sty 1o edR. copy, and prant
'_T Preowe ¥ | W AddaDigital Signature
= R Ensure the integrity of the presentation by
adding an wwisible digital signature

ﬁ Seng »
\.§ Mark as Final
T Lot readers know the pressmtation i tinal
Publish > B make # read-onky.
[ j Run Compatibility Checier

Check tor features not supported by earlier
| flose versions of PowerPoint

| 2] PowerFaint Cotion: | | X Exit PowerPomt

4. Click OK
Microsoft Dffice PowerPoint
I : This presentation will be marked as final and then saved.
[ Ok, ] ’ Cancel ]
5. Click OK Microsoft Office PowerPoint
. This docurmant has Baen madad as g Lo ndicte that edting is complete and that ths i the il varsion of the docuserd,
\y Whan & document I macked as Tvul, the status proparty i et to Final® and typeng, editng commends, and proofing macks ane bumed off,

You can recogrize that & documant i marked as Finad shen thae Mack Ac Fnal icon depleys in the status bar,

[ ]Der shewy this message sgan
6. Mark as Final icon that appears in the status bar slide1 of 28 “Default Design” = [
7. If you need to turn off Mark as Final, follow steps 2-5




