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WisDOT has adapted forms that can be used by local unit of governments for utility coordination. These documents are
Word documents and have text fields for the user to enter the information into. Because of this, they are locked down
for editing. If for some reason, the document needs to be unprotected, the instructions follow.

Job Aid — How to Unlock Local Program Utility Coordination Forms

1. Open the documentin Word
2. On the ribbon, open the Developer Tab
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3. Select Restrict Editing
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Stop Protection
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Job Aid — How to Unlock Local Program Utility Coordination Forms

5. If you need to turn protection back on; be sure these settings are in place and select “Yes, Start Enforcing
Protection”.

Restrict Editi.. = %

1. Formatting restrictions
M Limit formatting to a selection
of styles

type of editing
1
Filling in forms A

3. Start enforcement

0 apply these
an turn them off

Yes, Start Enforcing Pratection

6. You will be prompted for a password; it is recommended to leave the fields blank. Select OK and continue
working within the protected document.

Start Enforcing PrL}ection ? X

Protection method

(® Password

[The document is not encrypted, Malicious users can edit
the file and remove the passwaord,)

Enter new password [optionall: |

Reenter passward to confirm:
User authentication

[Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is
enabled.)

Questions regarding this job aid, please email CO Utilities at DOT DTSD CO Utility Coordination
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