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Track Changes Security Settings

This guide will show you the security settings that you should have set up on your
computer for the Track Changes function in Office 2007/XP. These security settings will
allow your computer to warn you prior to sending out a document that has track changes
visible. This can save some embarrassment on your part.

1.) My first step is to open up an
existing Word document. | click

on the “Office Button”
then click on “Word Options”
at the bottom of the dialog
box that opens.

2.) The Word Options box will
appear. Now | click on the
“Trust Center” tab.
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& Change the most popular options in Word.,

Top options for working with Word

Show Mini Toolbar on selection i)

Enable Live Preview (1)

Show Developer tab in the Ribbon (i)

Always use ClearType

[[] Open e-mail attachments in Eull Screen Reading view (i

Color scheme:

ScreenTip style: | Show feature descriptions in ScreenTips VJ

your copy of Mi Office

User name: [Jean Kearsley
Choose the languages you want to use with Microsoft Office: | Language Settings...




Word Options

3.) I click on the “Trust Center
Settings...” bar.
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Protecting your privacy

Microsoft cares about your privacy, For more information about how Microsoft Office
Word helps to protect your privacy, please see the privacy statements.

Show the Microsoft Office Word privacy statement

Microsoft Office Word Trust Center

The Trust Center contains security and privacy settings.
settings help keep your computer secure. We recammend
that you do not change these settings.

Trust Centermngs...

Trust Center

4.) The next box can open in

RIX]

Trusted Publishers

any one of seven configurations,
depending on which of the items
on its menu was used last. If
not already focused on “Privacy
Options”, I'll need to click on
that choice on the menu bar. se——pt
The Trust Center box will then
change to the one shown
below.

Add-ins
ActiveX Settings
Macro Settings
Message Bar

Privacy Options

5.) Under the "Document-
specific settings" section of the
Privacy Options tab, | want to
make sure that two check-boxes
are checked: the first one says
“Warn before printing,
saving or sending a file

that contains tracked
changes or comments”

and the second one says
“‘Make hidden markup visible
when opening or saving.”

Tiusted Publishers
Trusted locations
Add-ins

AciveX Settings
Macro Setting:

Message Bar

| can then press the "OK" button

Trusted Locations

Warning: All these locations are treated as trusted sources for opening files.
If you change or add a location, make sure that the new location is secure,

Date Modified

Path

Description
auons
3 rosoft\Templates\ Word 2007 default locati...
C\..soft Office\Templates\ Word 2007 default locati...
C\..rosoft\Word\Startup\  Word 2007 default locati...

Policy Locations

Privacy Opions
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[[] Update featured links from M croso't Office Online .
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Document-specific settings

Store random nuniber to improve Combine accuracy
Make hidden martup yisible when opening of saving
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Research & Reference
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after I've made sure that both
these boxes are checked.

)

(&



	Track Changes Security Settings

	This guide will show you the security settings that you should have set up on your computer for the Track Changes function in Office 2007/XP. These security settings will allow your computer to warn you prior to sending out a document that has track changes visible. This can save some embarrassment on your part.
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