
Directions for Completing Protected PDQ 
Strike-Out, Show Changes In Red, Drop-Down Menu, Spell Check 

To use the “Strike-out” feature and show new items in “Red”, you need to turn off file 
protect.   If you want to access the “drop-down menus”, you need to turn file protect 
back on.     

Also, in order to have the drop-down menu work in the PDQ, spell check does not 
work.  You need to turn off the protect feature which allows you to use spell check.  If 
you need to use the drop-down menu features again, you need to again protect the file. 

Turn Off File Protect 

1. Click on “review” – located on top menu bar 

2. Click on “restrict editing” – located on tool bar 

3.       Click on “stop protection” – bottom of screen 

4.       Enter Password – “per” (lower case) 

5.       Spell check feature should now work 

Turn On File Protect 

1. Click on “review” – located on top menu bar 

2. Click on “restrict editing” – located on tool bar 

3. Click on “Yes, Start Enforcing Protection” – middle of the screen on the 
right side of computer 

4. Enter Password – “per” (lower case) 

5. Renter Password – “per” (lower case) 

6. Click on “ok” 

7. Drop down menus are now available 


