Remove Metadata from files Windows 7 and Office 2010

Similarly Microsoft Office documents stores author and company information in metadata. Y ou
may not want to reveal such details to others. To protect your privacy windows 7 has built-in
feature to scrub a file of unwanted metadata.

To scrub afile of unwanted metadata in Windows 7:
1. Select one or more files in Windows Explorer.
2. Right-click and then click Properties.

.| Blogsdna.docx Propert

| General | Securitﬂ Details | Previous "u"ersions|

Property Value

Description
Title
Subject
Taos
Categories
Comments

Origin
Authors Sandip Navin Dedhia
Last saved by Sandip Mavin Dedhia
Revigion number &6
Wersion number
Program name Microsoft Office Word
Company Blogsdna
Manager
Content created  12-0ct-05 03:55 FM
Date last saved  14-Dec-09% 11:50 AM
Last prirted
Total editing time  15:37:00

I Hemove Properties and Personal Information I

[ OK ][ Cancel ] Apply

3. Go to the Details tab and click Remove Properties and Personal Information.
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Some of these properties might contain personal information.
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Office 2010 Metadata Scrubbing.

In Word 2010, simply go to the File tab, then Info, Check for Issues, then Inspect Document.
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what you'd like to inspect the document for, then click “Inspect.”
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To check the document for the selected content, dick Inspect.

Comments, Revisions, Versions, and Annotations
Inspects the document for comments, versions, revision marks, and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document,

Custom XML Data
Inspects for custom XML data stored with this document.

Headers, Footers, and Watermarks
Inspects the document for information in headers, footers, and watermarks.

Invisible Content

Inspects the document for objects that are not visible because they have been formatted as
invisible, This does not indude objects that are covered by other objects.

Hidden Text
Inspects the document for text that has been formatted as hidden.

[ Inspect ] [ Close

remove any unwanted metadata by selecting “Remove All.”
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Review the inspection results.

'f Comments, Revisions, Versions, and Annotations

The following items were found:
* Comments

¥ Document Properties and Personal Information
The following document information was found:
* Document proper ties
* Authar

¥ Custom XML Data

Custom XML data was found,

@ Headers, Footers, and Watermarks
Mo headers, footers, or watermarks were found,

% Invisible Content
Mo invisible abjects found.

(% Hidden Text
Mo hidden text was found,
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Review the inspection results.

@ Comments, Revisions, Versions, and Annotations
All items were successfully removed.

@ Document Properties and Personal Information
Document properties and personal information were successfully removed.

(% Custom XML Data
Custom XML data was successfully remaved.

@ Headers, Footers, and Watermarks

It's that

easy. By simply upgrading to Windows 7 and using M S Office 2010, you can take care of alot
of your metadataissues. If your law office or organization ssmply won't do that, try MetaData


http://www.payneconsulting.com/products/

Assistant, iScrub, or Doc Scrubber. The advantage of MetaData Assistant and i Scrub is that they
scrub email attachments prior to sending them. No matter which tools you use, get er’ done!
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