
Click on the File 
menu



Click on Info



Click on Check 
for Issues



Click on Inspect 
Document



Click on Inspect



Click on Remove 
All

Click on Close



Once you delete personal information from the properties area of the document, you must save it for the 
changes to take effect. 

Always check to make sure that all personal information is deleted from the properties area of the 
document. If not, go through the process again.

You may want to practice with a one-page document.



Author and Last 
Modified By 

should be blank
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