Project Commander  HINTS & TIPS
Passwords

There are 2 types of passwords that can be put on a file – Read and Write. A Read password means that only users with that password can open the file; a Write Password means you can open the file but not overwrite the file by saving without the password – but can save to another file name.

A file can have both Read and Write passwords. 

If you are worried about users putting passwords on files – then forgetting them, losing them, leaving the company  or sabotaging the company, we have a special keycode that will unlock a passworded file. Of course, we will only give that to the registered user or someone we recognise from the company.

HOW TO USE ..

To access passwords, select the OPTIONS menu, FILE, PASSWORDS.
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To put a READ password on click here
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To put a WRITE password on click here

Note – passwords are case sensitive.

If a READ PASSWORD is assigned, the following screen will appear when a user opens a file

If a WRITE PASSWORD is assigned, the following screen will appear when a user tries to open a file

