Removing an Author’s Name from Microsoft Word

Microsoft Word saves the author's name with all documents that an author creates. Word does allow you to

disable this feature, here’s how to do it:

PC Users—Word 2010

e Click the “File” tab, then “Info,” then “Check for Issues”, then “Inspect Document.”
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e  When the Document Inspector dialog box opens, click the “Inspect” button at bottom right.

e Word examines the document, and then displays the results in a list. The second item in the list
is “Document Properties and Personal Information.” To the right of “Document Properties and
Personal Information” is a button labelled “Remove All.” Click that button. Next click “Close” then

save your document.
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Review the inspection results.
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(©) Comments, Revisions, and Versions ==
No items were found.

! Document Properties and Personal Information Remove All

The following document information was found:
* Document properties

* Author

* Related dates

m

Task Pane Add-ins
We did not find any Task Pane add-ins.

Embedded Documents
No embedded documents were found.

No macros, forms, or ActiveX controls were found.

Collapsed Headings
Mo collapsed headings were found.
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PC Users—Word 2007

e Click the Word 2007 Microsoft Office button.

e Place the mouse cursor over "Prepare" to reveal the "Prepare the Document for

Distribution” menu. Click "Inspect Document."
e Click "Inspect." The Document Inspector will scan your file for personal information.

e Click "Remove All" if Document Inspector finds personal information in your file. Now

click “Close” then save your document.

Mac users—Word 2011

e  With the document open, select “Word” in the Word menu at the top of the screen and

click “Preferences” in the drop-down menu.
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e From the “Word Preferences” dialog box, select “User Information” under the “Personal Settings”

heading.

Word Preferences

Back/Forward  Show All Search Word Preferences

Authoring and Proofing Tools
. o, A 7 o
0 EE A i KL J["
General View Edit Spellingand  AutoCorrect  Equations
Grammar

| Output and Sharing

I — o, =
o = 3 a
save Print  Compatibility Track Changes Audio Notes

I Personal Settings

e A = R =
P = kb @ B
User Security Feedback File Locations Ribbon

Information

((cancel | [ oK L

o Delete all the personal information that is displayed, click “OK”, then save your document.



Mac users—Word 2019

e Click on Word and then Preferences.
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e  Click on Security.
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® Make sure the checkbox is checked for "Remove personal information from this file on save."
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