This is a test document to show what can be "hidden" inside of a word document. This hidden information should be cleaned out of any word document you are sending electronically to vendors. All of this information is saved with the document and sent to everyone. Just turning it off or hiding it, doesn't delete it.

1.  Before sending any document check to make sure there is no hidden text.

In the TOOLS menu select TRACK CHANGES >HIGHLIGHT CHANGES.   Try turning it off and on and see what a difference it makes to this sentence.
Word Allows many people to edit a document and records all of the changes made during the process. These changes Stay in the document until someone ACCEPTS or REJECTS the changes.
2.  In the Tools menu select OPTIONS > VIEW and check the format box which says VIEW HIDDEN TEXT.     This contract is going nowhere. Let's terminate and re-bid. 

Can you see the hidden sentence here?
Word allows you to include "HIDDEN" text in a document which might include comments, instructions, notes and alternate text. The Hidden text doesn't print or show on the screen, but is always kept with the document and can be read by anyone who receives the electronic version. Delete hidden Text before sending electronic documents!
I suggest you leave both of the options in items 1 & 2 turned on all the time so you can see what is happening in your document.  Erase and remove the hidden text before sending the document. The next item you can't see, but it is still there.

3. MAKE SURE the TOOLS >OPTIONS >SAVE  "Enable Fast Save"  button  is turned OFF.  When Fast Save is turned on, Word will save marked up changes, formatting changes and all sort of other information along with the document.   Rather than take the extra time to erase the text you change, when using FAST SAVE Word just marks the text for deletion and leaves it in the document.  Turn FAST SAVE OFF!

This extra text doesn't show on the screen, but is still there and can be seen by anyone who opens up the word document using NOTEPAD.  You can do test this by saving this file to your hard drive and closing WORD.  Then open Accessories > NOTEPAD ( not WORDPAD) and go find the file and open it.  See all of the text that that tags along. You can't see them all in Word, but they are still there. 

4.  Open the File menu and look at the DOCUMENT PROPERTIES. Check the tabs that show statistics and custom information.  All of the information in the various tabs is recorded and stays in the document. It might show a history that you want to avoid telling the world about. To fix this problem, copy your document to a new document and delete personal information. Microsoft also has a tool that can be used in Office documents to clean up personal information.
