Confldentlallty and MlCrosoft Word

have become. accustomed to
working with dectronic docu-
ments, Increasingly documents
are e-mailed back and forth dur-
ing negotiations. However, with-
 out proper pmuuom, dcctronu:
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ment is created, the author’s name -
and company are imported from -

Wmdowsandsmmdaspmof
thatdoaunmt;pmpcmu'l‘hc

ofiginal file name of the docitment
salsosnomdasdredoum:‘sf

. “tide.” Additional information can
" also be optionally entered.

These atrributes can be dis- -
played by sclecting “File” and

“Properties” ﬁomdxcmcnubqr !
Certain portions may also be dis-

phyodwhmdxcwmnsplmd
over the document in a “File
Open” dialogue box.’

" Unless deleted or modified,:
these attributes remain with the
document as it is modified and
re-used. Even if a document is -
. simply used as the starting-point
for a completély new document,
with most or all of the text

- replaced, these “attributes will i ;

remain.

When a dotument from
another company (or law firm, in
the aase of attorneys) is used in
this manner, slgmﬁmntcmbar'
rassment can resule.

Amorc stgmﬁant but com—,

mon _problemi resules from

- improper use”of Word's revision

tracking ‘feature. This feature,

when tumed on, causes Word to -

track all changes made to a docu-
ment. It can be useful

mu‘ad(andshowdnngcsmadc

wadoaunmtasntpamback

j Bits and

andfordxbcmemnegomung

partics. The default changes for
Word cause any such revisions to
bcdlsplzycdonsamandwxdl

. any printed copics.

- Certain “users, intending to
send 2 “dean” version of the doc-
ument, simply tumn off the dig-

1 - play of the revisions on the screen

instead of instructing Word to

actually dear out those changes
(mduuaﬂy acocptaﬂ”dlangcs)

ed/secretary). In such cases it can
show the negotiating position of at
least one person. on a_particular

- party’s wam. Also, since each per-

sotis changes afe marked with their
name {which is pulled from their
copy of Word), the identity of 2
behind-the-scenes assistant can be

Rmcmngdoamtdangcs .
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pamaxladyuxﬁxlwhmtiu:

doaxmcntlsadmftoontract‘

based on 2 previous version nego-
tiated with another party. In such
cases, the negotiated contract is
revised to make it more
&vourablctodncpmymnmdmg
to re-use it. e

Toggling on.the display .of
recent changes instandy shows
the recipient what the disdlosing

. party had previously agreed toin

the last transacton where the

-/ document was used (and of
" course, the identity of the previ-

ous business partner). This

makmﬁ)ragtutmmngpomt )

for new

newer versions of documents

(pmunublyﬁrpcrﬁxmanccm—
sons). Such.text is: not visible
“when the document is retrieved

using Word, but can be di

- (in somewhat cryptic form) if the

‘Word document is retricved using
another program (such -as the

by a simple

. change ‘v Word's .default save

P Here are 2 fow suggested best
arca
practices for document transfers:
* When you send or receive a
document always toggle on the
“highlight changes on screx”
and “highlight changes on
printed document” ﬁumons;
. Ifyouw:shtoseuda
version” of 2 document, run
the “accept all” change func-
- tom;
¢ When you wish to instruct an
assistant to send a “clean ver-
sion” of a document, exphain
. what you really mean;
¢ If you wish to conceal the
identities of all persons that
may have contributed editing

dungs,aaveascpam
version (with all
“accepted”) of the initial and
draft, tum on the “track
changes” feature and then run
Word's compmedocummtx

mpariso

* ‘Change the default save

options to tumn off “allow fasc

saves™; .

* When it is not necessary for
the recipient to edit the docu-
ment, consider sending the
document in Adobe Acrobat
PDF file format (howeves,
doing so will simply slow
down the negotiating process
until an editable version of the
document is provided);

* Consider-the use of third-
party itilities before send-

ing out electronic versions

of documents.to help strip
out unnecessary -informa-
tion contained within such
doc¢uments. For instance,
sce Payne Consulting’s
MetaData . Assistant hetp://
www.payneconsulting.com/
MetaDataAssistant. m

available ﬁvm
Knowledgebase  ast:  hup:l/
support.microsoft.com/support
{kblartides/Q223/7/90ASP
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