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CHAPTERT
DEFAULT SETTING

CHAPTER'1

CHANGES FOR WORD 2019

In General

NOTE that you get to all of the following screens by clicking the File menu ¥ Options.

Options # General

Word Options

i General

Display

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Cuick Access Toolbar
Add-ins

Trust Center

E.:o. General options for working with

User Interface options

When using multiple displays: (0

® Optirize for best appearance

Optimize for compatibility (application restart required)

Show Mini Toolbar on selection (2
|s# Enable Live Preview

Word.

Update document content while dragging @&

ScreenTip style: | Show feature descriptions in ScreenTips

Personalize your copy of Microsoft Office

User name: Danielle DavisRoe

Initials: DD

Office Background: | Mo Background
Office Theme: Colorful -

[] Ahways use these values regardless of sign in to Office,

-

FIGURE 1-1

e Uncheck Show Mini Toolbar on selection. This controls whether an additional pop up
window with common font options is displayed whenever text is selected. This can be

distracting and cover up part of the document. Therefore, uncheck this box.

e Personalization: Make sure your name and initials are in the User name and Initials
boxes. Check Always use these values... and choose an Office Background and
Office Theme. The background is the frankly silly graphic that appears at the top,
right-hand corner of the Word screen. You had a chance to choose something during
installation but you may want to change it now that you've seen it. The default Office
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Theme of stark, blinding white might not be what you would like. | recommend you
change it to Colorful.

Start up options

Choose the extensions you want Word to open by default: Default Programs...

Tell me if Microsoft Word isn't the default program for viewing and editing documents.
[] Open e-mail attachments and other uneditable files in reading view G

Show the Start screen when this application starts

Real-time collaboration options

When working with others, | want to automatically share my changes: | Ask Me =~

[] Show names on presence flags

Cancel

FIGURE 1-2

e Tell me if Word isn't default program for viewing and editing documents: This is
just annoying, particularly if you just don't want Word to be your default.

e Open e-mail attachments in Reading View: Clear this so attachments open normally.

e Get Rid of the Start Screen. This is the giant template selection screen that opens
whenever you open Word. If you would prefer to go directly to a blank document when
you open Word, clear the Show the Start Screen when this application starts box.
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Options # Display

Word Qptions

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

IEl Change how document content is displayed on the screen and when printed.

Page display options

| Show white space between pages in Print Layout view G
| Show highlighter marks &

| Show docurnent tooltips on hover

Always show these formatting marks on the screen

Tab characters -+
Spaces e
Paragraph marks T
Hidden text abc
Optional hyphens -
| Object anchors )

Show all formatting marks
Printing options

| Print drawings created in Word &
Print background colors and images
Print document properties

Print hidden text

[v] Update fields before printing
| Update linked data before printing

OK Cancel

FIGURE 1-3

CHAPTER'1

e Check Update fields before printing. Check this box to ensure that all tables of
contents and cross references are updated prior to printing the document.

e Check Update linked data before printing. This will make sure that all linked files are
updated before printing.
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Options # Proofing

CHAPTER'1

Word Options

General

Display

Procfing

Save

Language

Advanced

Customize Ribbon
Cuick Access Toolbar
Add-ins

Trust Center

tECJ Change how Word corrects and formats your text.

AutoCorrect options

Change how Woerd corrects and formats text as you type: | AuteCorrect Options...

‘When correcting spelling in Microsoft Office programs

7 ignore words in UpPERCASE |

[] Ignore words that contain numbers

| Ignore Internet and file addresses
| Flag repeated words
Enforce accented uppercase in French

Suggest from main dictionary only
Custom Dictionaries...
French medes: | Traditienal and new spellings =

Spanish modes: | Tuteo verb forms only 52

‘When correcting spelling and grammar in Word

+| Check spelling as you type

Ir‘ Mark grammar errors as you type I

[v] Frequently confused words
I [ ] Check grammar with spelling I

Writing 5tyle: | Grammar ~ Settings...

Recheck Document

Exceptions for: | @i Document1 -

Hide spelling errors in this document only

oK

Cancel

FIGURE 1-4

Uncheck Ignore words in UPPERCASE. Leaving this checked will cause Word to
ignore anything in uppercase such as headings and titles.

¢ Uncheck Mark grammar errors as you type. This will eliminate the green squiggly

lines in the document.

e Uncheck/Check Check grammar with spelling. Unchecking this options will speed up

a spell check, if you are not concerned about checking grammar.

Options # Proofing and Autocorrect

Next, go to Proofing and click on Autocorrect Options button. This will launch the Autocorrect

Options dialog.
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AutoCorrect: English (United States) ? *
AutoFormat Adtions
AutoCorrect Math AutoCaorrect AutoFormat As You Type

Show AutoCorrect Options buttons

|:| Correct TWo IMitial CApitals

[ licapitalize first |etter of sentences!
|| Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Exceptions...

Replace text as you type
Replace: With: Plain text Farmatted text

abouta about a S
aboutit about it

aboutthe about the

abscence absence

accesories accessories

accidant accident W

Automatically use suggestions from the spelling checker

FIGURE 1-5

Uncheck Correct TWo INitial CApitals and Capitalize first letter of sentences as most people
find that annoying because they MEANT to do it (IDs or cc:). Note: you can also delete the
AutoCorrect entries in the list at the bottom of the dialog which replaces (c) with © and (r) with
®.

MICROSOFT WORD FOR LECAL PROFESSIONALS PAGE 5



CHAPTER'1

Next click on the AutoFormat As You Type tab.

AutoCorrect 7 X

AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Replace as you type
|:| “Straight quotes” with “smart quotes” Ordinals [1st) with superscript
Fractions (1/2) with fraction character (V%) |:| Hyphens [--}) with dash [—]
|:| *Bold* and _italic_ with real formatting
|:| Internet and network paths with hyperlinks

Apply as you type
[] Automatic bulleted lists [ Jiautomatic numbered listsi
|:| EBaorder lines |:|Tables
[] Built-in Heading styles

Automatically as you type

|:| Format beginning of list item like the one before it
5et left- and first-indent with tabs and backspaces
|:| Define styles based on your formatting

FIGURE 1-6

Uncheck everything except Ordinals, Fractions and Set left and first indent with tabs and
backspaces. Optional items include checking Internet and network paths with hyperlinks will
create clickable hyperlinks to internet addresses, so that a person opening the document can
click on the link and go to the web address right from the document. You might also check the
Straight quotes with smart quotes but keep in mind that this may result in your quotation
marks getting converted to "A" and "@" if the person opening your document doesn't have the
same font set that you have on your computer.

Be sure to uncheck everything else of this page!' The Apply as you type section causes Word to
guess what is being typed and start inserting bulleted lists and tables on its own without any
prompting to do so. Also be sure to uncheck Define styles based on your formatting. This option
causes Word to create styles on its own.
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Finally, click on the AutoFormat tab.

AutoCorrect ? >
AutoCorrect Math AutoCorrect AutoFormat As You Type
AutoFormat Actions

Apply
[] Built-in Heading styles [_] Automatic bulleted lists
|:|I_.ist styles |:| Other paragraph styles
Replace

|:| “Straight guotes” with “smart quotes”
Ordinals {1st) with superscript

Fractions (1/2) with fraction character ()

[ ] Hyphens [} with dash [—]

|:| *Bold* and _italic_ with real formatting

|:| Internet and netwaork paths with hyperlinks

Preserve
[] Styles
Abways AutoFormat

[JiPlain text e-mail documentsi

FIGURE 1-7
Make these options match the AutoFormat As You Type options.

At this point, make sure to click the OK button or all of the changes will be lost.
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Options # Save

Trust Center

Word Options ? >
General .
Customize how documents are saved.
Display
Proofing Save documents
s Sawve files in this format: Word Document (*.docx) -
Language Save AutoRecover information every | 10 +| minutes
Ease of Access Keep the last AutoRecovered version if | close without saving
Advanced AutoRecover file location: Ch\Users\ddavisroe_affinityc\AppData\Roaming'Microsoft\Werg Erowse...
Customize Ribbon [] Don't show the Backstage when opening or saving files with keyboard shortcuts
Show additional places for saving, even if sign-in may be required.
Cuick Access Toolbar
[] Save to Computer by default
Add-ins Default local file location: ChlUsers\ddavisroe_affinityc\Docurmentsh, Browse...

Default persenal templates location:

Offline editing options for document management server files

Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office
Document Cache.

Learn more

Server drafts location:  |Ch\Users\ddavisroe_affinityc\Documents\SharePoint Draftsh,

Preserve fidelity when sharing this document: Wiz Document] A

[] Embed fonts in the file G

Cancel

FIGURE 1-8

Save AutoRecover information: Reduce this to 5 minutes rather than 10 minutes.
More frequency is a good thing.

Don't show the Backstage when opening or saving files with keyboard shortcuts:
If you want Word to go directly to the open or save browse screens when you open or
save a file using keyboard shortcuts (Ctrl + O and Ctrl + N), then check this box. There
is no longer a setting to go directly to the open or save browse screens when clicking
on the File menu.

Show additional places for saving, even if sign-in may be required: This is just a
waste of space on your save screen, so clear this box.

Save to Computer by default: Microsoft really wants you to save everything to
OneDrive and you probably don't want to. Therefore, check this box.
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Options # Advanced ¥ Editing Options

CHAPTER'1

Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Cluick Access Toolbar
Add-ins

Trust Center

D Advanced options for warking with Word.

Editing options

+| Typing replaces selected text

Il__' When selecting, automatically select entire word I
[+] Allow text to be dragged and dropped
| Use CTRL + Click to follow hyperlink

[ Automatically create drawing canvas when inserting AutoShapes

[] Use smart paragraph selection

[+/] Usg smart cursoring
Use the Insert key to control overtype mode
Use overtype mode
Prompt to update style
Use Normal style for bulleted or numbered lists
| Keep track of formatting
Mark formatting inconsistencies
Updating style to match selection: | Keep previous numbering and bullets pattern
| Enable click and type
Default paragraph style: | Normal "7
| Show AutoComplete suggestions

Do not autematically hyperlink screenshot

oK

Cancel

e Uncheck When selecting, automatically select entire word. Regain control over your
mouse.

FIGURE 1-9

e Uncheck Automatically create drawing canvas when inserting AutoShapes.

e Uncheck Use smart paragraph selection.

Some other items to watch out for are:

e Make sure Typing replaces selected text is checked. If not, you will not be able to

overtype on top of a selected word

e Use smart cursoring moves the cursor when you scroll up or down through the

document, this may or may not be what you want

e Enable click and type, in print layout, will format itself to place the text where you

double click.
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Options # Advanced #Cut, Copy and Paste

Note that in this area you can control the default paste action in a variety of circumstances. When
copying from other programs (such as a browser), we recommend that you strip all formatting
off of the source text. By changing the setting shown below, this will always be the case. You may

want to change some of the other settings as well depending upon how you work.

Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Cuick Access Toolbar

Add-ins

Teuct Cantar

Cut, copy, and paste

Pasting within the same document: Keep Source Formatting (Default) =

Pasting between documents: Keep Source Formatting (Default) =

Pasting between documents when style definitions conflict: | Use Destination Styles (Default) ~

Pasting frem other pregrams: I Keep Text Only "II
T

Insert/paste pictures as: [nlinewithtet ~
| Keep bullets and numbers when pasting text with Keep Text Only option
Use the Insert key for paste

| Show Paste Options button when content is pasted

| Use smart cut and paste & Settings...

FIGURE 1-10
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Options # Advanced # Show Document Content

Word Options ? et
General Show document content =
Display ) - R -

Show background colors and images in Print Layout view
Proofing Show text wrapped within the document window
Save Show picture placeholders G
| Show drawings and text boxes on screen
Language
Show bookmarks
Adv d
anee Show text boundaries
Customize Ribbon Show crop marks
Cuick Access Toolbar Show field codes instead of their values
- - T
c . -
Add-ins Field shading: | Always
[T Use draft font in Draft and Outline views
Trust Center

Courier New
10
Use fonts that are stored on the printer
Font Substitution...

Expand all headings when opening a document 4

Display

*

—
Show this number of Recent Documents: 50 .

[T Quickly access this number of Recent Documents: | 20
Show this number of unpinned Recent Folders: 20 - -

OK Cancel

FIGURE 1-11
e Change Field shading to Always.

e Change Show this number of Recent Documents to your preference.
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Options # Advanced ¥ Fidelity & General

Word Options ? *
FY
General
Preserve fidelity when sharing this document: || g All Mew Documents I -
Display
Proofi —
reeing I [ Embed linguistic clatal
Save
General
Language
Advanced Provide feedback with sound

| Provide feedback with animation
Customize Ribbon L .
Cenfirm file format conversion on open
Quick Access Toolbar | Update automatic links at open

Add-ins Allow opening a document in Draft view

Trust Center
Show add-in user interface errors

Mailing address:

Eile Locations... Web Options...

OK Cancel

FIGURE 1-12

e Change the heading in Preserve fidelity when sharing this document to All New
Documents (so the setting change applies to all future documents) and clear the
Embed linguistic data box. "Linguistic data" refers to things like speech (from text-to-
speech or speech-to-text applications or add-ins) and handwriting. You're probably
not using either of those things so embedding them only makes the file-sizes bigger
(unnecessarily).

e Click File Locations and make sure that Word is defaulted to look in whatever folder
you keep your client documents. This saves you the annoyance of switching drives and
folders every time you want to save something.
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Options # Advanced * Layout Options

Word Optiens ? x

ST TOTTTI T ST ST e T T =

General Update automatic links at open

Display [] Allow opening a document in Draft view

Proofing

Cave Show add-in user interface errors
Mailing address:

Language

Ease of Access

Advanced
) ) File Locations... Web Options...
Customize Ribbon
Quick Access Toolbar Layout options for: | ig] Microsoft Word for Legal Professional... =
Add-ins [ Add space for underlines
Trust Center [ Adjust line height to grid height in the table

[] Allow hyphenation between pages or columns,

[] Balance SBCS characters and DBCS characters

[] Convert backslash characters into yen signs

[ ] Don't center "exact line height" lines

Don't expand character spaces on a line that ends with SHIFT+RETURN

I Don't use HTML paragraph auto spacing

(] Draw underline on trailing spaces

[ Suppress extra line spacing at bottom of page
[ Suppress extra line spacing at top of page

1 Use line-breaking rules

[T {Use Word 2013 rules for hyphenation between pages and columns.

Compatibility options for: @ Microsoft Word for Legal Professional... =

FIGURE 1-13

Check Don't expand character spaces on a line that ends with SHIFT-RETURN because this is
the number one reason that a few words will be spread across the entire line with giant gaps
between each word. For your information, Shift + Return = "soft return" which tricks Word into
thinking that what appears to be two lines of text are actually one line of text.

Options # Trust Center # Trust Center Settings Button

¥ Protected View

By default Protected View is enabled. When enabled, Word displays a warning if the Word
document was created on a different system. While the warning is displayed, the file may only
be viewed, not edited. To edit the document, you must click the Enable Editing button.
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Document.DOCX - Protected View - Sawved to this PC

File Home  Insert Design  Layout  References  Mailings  Review  \View  Developer

|:\|/-| PROTECTED VIEW EBe careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing

Lo}
Protected View disables all of the active content in the document and reduces the risk of
infection from a worm, virus, or other malware that could be embedded in an unknown
document.

If protected view bothers you, you may disable it. Yes, there is risk involved in disabling it. You
should check with your system administrator prior to unchecking these boxes. To change
these settings, go to Protected View and uncheck one or all of the boxes. See Figure 1-14.

Trust Center ? d

Trusted Publishers
fusted FubliEnEr Protected View

Trusted Locations ) ) ] ) ) ) )
Protected View opens potentially dangerous files, without any security prompts, in a restricted mode to help
Trusted Documents minimize harm to your computer. By disabling Protected View you could be exposing your computer to possible
security threats.
Trusted Add-in Catalogs - . L
Enable Protected View for files originating from the Internet
Add-ins ] Enable Protected View for files located in potentially unsafe locations G

ActiveX Settings Enable Protected View for Outlock attachments (G

Macro Settings

Protected View

FIGURE 1-14
These boxes enable protected view, unchecking them disables the protection.

Enable Protected View for files originating from the Internet. This should probably remain
checked. If you download a Word document from a web page, or anywhere else from the
internet, you will probably want the Protected View protection.

Enable Protected View for files located in potentially unsafe locations. This is the main cause
of triggering Protected View when opening a file from a network folder. You may disable this, but
you may want to make your network server a "Trusted Location" instead. (See Trusted Location,
below.) Unchecking this box also disables Protected View from other locations, such as USB
thumb drives.

Enable Protected View for Outlook attachments. With this checked, you will receive a
protected view warning for every Word document that you open as an attachment from Outlook.
Unchecking this box turns off the protection.

NOTE: In addition to these settings, Windows may "block" Outlook attachments that you save to
your file system. To unblock them, you must right-click the file, select Properties, check the
Unblock box (on some systems this appears as a button instead of a checkbox), and click OK:
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Document.DOCK Properties >

Gereral Carbonte Secuity Details Previous Versions

d |Dncument DOCX

Type offle:  DOCX Flle (.DOCX)

Opens with: m Word Change...

Location: C:\Users'Public
Size: 20.8 KB (21,354 bytes)
Size ondisk:  24.0 KB (24.576 bytes)

Created: Today, January 16, 2015, 19 minutes ago
Modified Today, January 16, 2019, 19 minutes ago

Accessed Today, January 16, 2015, 19 minutes ago
Aftributes: [JReadonly []Hidden Advanced...

Security: This file came from anather
compiter and might be blocked td

help protect this computer. '

Cancel Apply
FIGURE 1-15
Options # Trust Center # Trust Center Settings Button
» Trusted Locations

Trusted Locations are for folders on your system or on your network that you trust. Adding a
folder or network share as a Trusted Location completely disables all of the Trust Center checks
and protections for that location. To add a folder such as "N:\Client Files" as Trusted Location:

1. Goto File » Options # Trust Center # Trust Center Settings # Trusted Locations.

2. Check the Allow Trusted Locations on my network. You will not be able to enter a
network location without checking this box.

3. Click Add new location, enter the path of the folder and check Subfolders of this location
are also trusted. Then click OK and OK. All documents in that folder will now be trusted,
and the Trust Center will no longer check them.
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Trust Center

Trusted Publish
rusted Publishers Trusted L ions

Trusted Locations

Trusted Document that the new location is secure,

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

Path

User Locations

Add-ins
ActiveX Settings

Macro Settings

Protected View Policy Locations
Message Bar
File Block Settings

Privacy Options

Path:

Ch.onrtppData\Roaming \Microsoft\Templates),
Ch\Program Files (x86\Microsoft Office\Templates),
Ch.AppData\Roaming\Microsoft\WordhStartup',

Drescription

Word 2010 default location: I&er Templates
Ward 2010 default location: Application Templa...
Ward 2010 default location: StartUp

Date Modified =

Microsoft Office Trusted Location ?

Warning: This location will be treated as a trusted source for opening files. If you
change or add a location, make sure that the new location is secure.

Pt

Path:
N:\Client Files
o
E| Subfolders af this location are also trusted |
“DEstrpaon:
Date and Time Created: 9-01-16 1:42 PM

Description:

ate Modified:

Sub Folders: Disallowed

ChUsers\johnrAppData\Roaming\Microsoft\Te|
Word 2010 default location: User Templates

-—*

| Add new location... |

I Allow Trusted Locations on my network (not recommended) I

R Modify...

|:| Disable all Trusted Locations

. oK

| Cancel |

FIGURE 1-16

Options # Trust Center # Trust Center Settings Button
» File Block Settings

File Block Settings will trigger Protected View for all files of a particular type regardless of where
they are located. Again, there is risk involved in disabling this feature. Check with your system
administrator before unchecking these boxes. In particular, there have been prior issues with

RTF files.
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To have all file types open and allow editing without a prompt, under the File Block Settings,
uncheck all of the check boxes and under Open behavior for selected filed types, select Open
selected file types in Protected View and allow editing. See Figure 1-17

Trust Center ? *

Trusted Publishers File Block Settings

Trusted Locations
Far each file type, you can select the Open and Save check boxes. By selecting Open, Word blocks this file type, or

Trusted Docurments opens it in Protected View. By selecting Save, Word prevents saving in this file type.

File Type Open Save
I_l i

Trusted Add-in Catalogs

Word 2007 and later Documents and Templates
Add-ins 0 .
penDocument Text Files
ActiveX Settings Word 2007 and later Binary Documents and Termnplates
Word 2003 Binary Documents and Templates
Word 2003 and Plain XML Documents

Word XP Binary Documents and Templates

Macro Settings

Protected View

Message Bar
File Block Settings

Privacy Options

Word 2000 Binary Documents and Templates
Word 97 Binary Documents and Ternplates

Word 93 Binary Documents and Termnplates

Word 6.0 Binary Documents and Templates

Word 2 and earlier Binary Documents and Templates
Web Pages

RTF Files

Plain Text Files

Legacy Converters for Word

Office Open XML Converters for Word

[
|
|
[
[
[
|
|
[
|
[
|
|
[
[
PDF Files [

Open behavior for selected file types:

Do not open selected file types

Open selected file types in Protected View

Ilfi Open selected file types in Protected View and allow editing I

Restore Defaults

oK Cancel

FIGURE 1-17
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Options # Trust Center # Trust Center Settings Button
* Privacy Options

Trust Center ? >

Trusted Publishers
rusted Publisher Privacy Options

Trusted Locations
[ Get designs, information, recommendations, and services by allowing Office to access and make product

Trusted Documents improvemnents based on Office content on my device,

Trusted Add-in Catalogs Let Office connect to online services from Microsoft to provide functionality that's relevant to your usage and
preferences.

Add-ins

Read cur privacy statement
ActiveX Settings

Macro Settings Document-specific settings

Protected View ;\"."arn before printing, saving or sending a file that contains tracked changes or commentsé

Store random numbers to improve Combine accuracy @™
Message Bar

Make hidden markup visible when opening or saving
File Block Settings

Privacy Options Document Inspector..,

Research 8 Reference

Translation Cptions...

Research Options...

Cancel

FIGURE 1-18

Go to the Trust Center and click the Trust Center Settings button. A new dialog will open. Click
on Privacy Options and check Warn before printing, saving or sending a file that contains
tracked changes or comments. Also clear the Send personal information to Microsoft to make
improvements to Office.

Lock In Your Setting Changes

Make sure that after you're doing with all of the foregoing changes that you click the OK button,
NOT Cancel and NOT the X button in the top, right-hand corner of the dialog. That makes the
changes stick. It's a good idea after you do this to exit Word, re-launch Word and spot check a
couple of the settings to ensure that they're still modified. If the changes don't stick, there are a
couple of reasons that could happen and | can help you figure out why. Just send me an email -
info@affinityconsulting.com.
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Fix Track Changes Settings

CHAPTER'1

There are a few changes you'll want to make to the Track Changes defaults. All of these changes

begin on the Review ribbon in Word 2016.

Change the Markup

By default, Word shows you Simple Markup which means that if you delete text, it literally
disappears and a little red, vertical line appears in the left margin adjacent to the line where
something was deleted. Of course, | not only want to know that something was deleted, but what

was deleted. Therefore, switch from Simple Markup to All Markup (see below).

ouT REFEREMNCES MAILINGS REVIEW VIEW DEVELOPER ADD-INS

B | simple Mark

Document] [Compatibil

IJ E D i | Simple Markup ‘ E

Co:Tnmeﬂt Delete Previous Mext Coﬂ;u;nts ChTal:;:;- -w Acc-:-.pt Rey
Comments Trac Mo Markup \
B &~ T~ g (28 [% 48 = aly . ?‘rlg.mall S
FIGURE 1-19

Track Changes Options

In order to get to this dialog, click Review ribbon | Tracking launcher.

REVIEW VIEW DEVELOPER ADD-INS

E D S |simple Markup - | Previous
* EI Show Markup - | Mext
Track o
-mments Changﬁ*ﬁe"'e‘”'ng Pane -
Tracking Changes {
L T T S E R S S B [ T I IR SRR
— | . o o
Track Changes Options :
Show
Comments «'| Highlight Updates
Ink | Other Authors

Insertions and Deletions I|:| Pictures By Comments I
Formatting

Ealloons in All Markup view show: |Comments and formatting | »

Reviewing Pane: |Off 5|
Advanced Options... Change User Name...
FIGURE 1-20
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e Clear Pictures By Comments (unnecessary and clutters up the comment screen).

e Balloons are best used for Comments and Formatting only: not Revisions which is
the default setting.
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CHAPTER 2
DEFAULT SETTING

CHANGES FOR WORD FOR
MICROSOFT 365/2021

In General

NOTE that you get to all of the following screens by clicking the File menu % Options button.

Options # General

Word Options ? X
| General E;Q General options for working with Word.

Display

Proofing User Interface options

Save When using multiple displays:©

Language ® Optimize for best appearance

Optimize for compatibility (application restart required)

Ease of Access
Show Mini Toolbar on selection

Ad d
vance ~| Enable Live Preview "V
Customize Ribbon v| Update document content while dragging ‘v
Quick Access Toolbar Collapse the ribbon automatically @
Add-ins +| Collapse the Microsoft Search box by default ™t

ScreenTip style: | Show feature descriptions in ScreenTips -
Trust Center

Personalize your copy of Microsoft Office

User name: Barron K. Henley

Initials: BKH

+| Always use these values regardless of sign in to Office.

Office Background: | No Background -

Office Theme: Colorful -

FIGURE 2-1

e Show Mini Toolbar on selection: This controls whether the mini toolbar appears when
selecting text. Uncheck this box to prevent the mini toolbar from popping up and
covering part of the document.




T T

WHEREAS, the recfu caiiody) /11 < a° A" <¥ A3 i
of Hospital’s overal|l | g ; |, » :

v A v = iz v Styles 2

WHEREAS, Physician is or shall be duly licensed
Physician’s specialty; and

FIGURE 2-2

e Make sure your name and initials are in the Username and Initials boxes. Check
Always use these values regardless of sign in to Office to use the values entered
despite how your Office account may be setup.

e Office Background: the background a graphic that appears at the top, right-hand
corner of the Word screen. Most users select No Background.

€
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e Office Theme: White, Dark Gray, and Black change the bulk of the screen to the
corresponding color. Colorful changes the bar across the top to the color associated
with that program (blue for Word and Outlook, green for Excel, etc.).

Start up options

Choose the extensions you want Word to open by default: | Default Programs...

Tell me if Microsoft Word isn't the default program for viewing and editing decuments.
Open e-mail attachments and other uneditable files in reading view G

Show the Start screen when this application starts
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e Tell me if Word isn't default program for viewing and editing documents: When
checked, if another program is set as your default program for editing documents,
Word will alert you when opening Word. If you'd prefer not to receive such an alert,
uncheck this box.

e Open e-mail attachments in Reading View: When checked, Word documents
attached to emails will open in Reading View. If you do not like the reading view,
uncheck this box.

e Show the Start screen when this application starts: If checked, this is the reason you
see the templates and previously used document list when you launch Word. If you'd
prefer to go directly to a new blank document when you launch Word (which is how
previous versions worked), then uncheck this box.




A.BIG BAD'S BRIEF DEMONSTRATES THAT REASONABLE MINDS, CONSTRUING
TH

EVIDENCE MOST FAVORABLY TOWARD PLAINTIFF, CAN REACH
cL THE AND CONTROL.

Big Bad's Brief in this case proves the point of this appeal: Reasonable minds can differ

on whether Big Bad (1) occupied or controlled the premises in question and (2) on whether
"special circumstances” existed to render Big Bad lizble.

1.BY REFERENCE ONLY TO THE LEASE, REASONABLE MINDS CAN DIFFER
OVER WHETHER BIG BAD OCCUPIED OR CONTROLLED THE PREMISES

Big Bad's first argument is that various Lease provisions show that Candyland, and not
Big Bad, occupies and controls the place where the incident accurred--the west side of the Big
Bad store.

Big Bad cites Article 9, entitiad "Commen Ares,” to argue that Big Bad has no rights of
accupancy or control over the west side of the Big Bad store. This same Article, Big Bad
argues, requires Candyland (and not Big Bad) to provide security. Big Bad then cites Article
20, entitled “Indemnity Liability," which requires Candyland to indemnify and save Big Bad
harmless from claims for injuries or death due to acts or omissions of Candyland in the mainte-
nance of the premises. Big Bad alsa cites Article 8, entitied "Repairs and Replacements,” which

relates to the duty to keep sidewalks free of ice and snow. Big Bad cites Article 31, entitled

“Outdoor Sales” relative to sidewalk sales. Big Bad cites these provisions to argue that Can-
dyland, and not Big Bad, retains all rights of occupancy and control of the place where the
incident cccurred.,

On the other hand, Plaintiff, in it's Brief, cites Lease provisions (many of which are the
same) to show that Big Bad does have rights of accupancy and control under the Lease. Plain-
tiff cites Article 1, entitled “Premises” in support of its argument that the “Demised Premises"
includes the west wall of the Big Bad store. Plaintif cites Article 9, entitied *Common Area”
(as did Big Bad) In support of the netion that Blg Bad has rights of cccupancy and control in
the common areas. Plaintiff further cites Articles 8 and 31 (as did Big Bad), which address the
sidewalk adjacent to the west wall of the Big Bad store, to argue that Big Bad has greater
rights of accupancy on the sidewalk than other comman areas.

These arguments show one thing: Reasonable minds can differ on the issue of whether
the Lease itself grants rights of occupancy and control to Big Bad.

2. BY REFERENCE TO FACTS OUTSIDE OF THE LEASE, REASONABLE MINDS

CAN DIFFER OVER WHETHER BIG BAD OCCUPIED OR CONTROLLED THE
PREMISES

Big Bad's argument that facts outside of the Lease failed to show occupancy or control

of the premises is just another one of the factual disputes that preclude summary judgment.

FIGURE 2-5




Options # Display

Word Optiens ? x
General o— - .
go\ Change how document content is displayed on the screen and when printed.
Display
Proofing Page display options
Save Show white space between pages in Print Layout view ©
Language Show highlighter marks &

| Show document tocltips on hower
Ease of Access P

Advanced Always show these formatting marks on the screen
Customize Ribbon [] Tab characters -
Quick Access Toolbar [ Spaces "
[1 Paragraph marks T
Add-ins arap
Hidden text abe
Trust Center ] Optional hyphens —
Object anchors \T}

Show all formatting marks
Printing options

Print drawings created in Word ©
(] Print background colors and images
(] Print document properties

[ ] Print hidden text

Update fields before printing

[] Update linked data before printing

| 0K | ‘ Cancel
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e Update fields before printing: Check this box to ensure that all tables of contents and
cross references are updated prior to printing the document.

e Update linked data before printing: This will make sure that all linked files are
updated before printing.



Options # Proofing

Word Options

General

Display

a\g: Change how Word corrects and formats your text.

Proofing

AutoCorrect options

Save

Language

Ease of Access

Advanced

Customize Ribbon -

Quick Access

Add-ins

Trust Center

Change how Werd corrects and formats text as you type: | AutoCorrect Options...

When correcting spelling in Microsoft Office programs

| ) 1gnore words in UPPERCASE |

~| lgnore words that centain numbers

Ignore Internet and file addresses
Toolbar ~| Flag repeated words
Enforce accented uppercase in French

Suggest from main dictionary enly

Custom Dictionaries...

French modes: | Traditional and new spellings =

Spanish modes: | Tuteo verb forms only R

When correcting spelling and grammar in Word

~| Check spelling as you type

I Mark grarmmar errors as you type I

I Check grammar and refinements in the Editor Pane I

Show readability statistics

Cheose the checks Editor will perform for Grammar and Refinements

Writing Style: | Grammar & Refinements ~
Check Document

Exvrantinne for 632 Mocumaen +1 -

[ ok

|| Cancel |
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Ignore words in UPPERCASE. Uncheck this box. Leaving this checked will cause

Word to ignore anything in uppercase such as headings and titles.

Mark grammar errors as you type. When checked, Word checks your grammar as
you type and notes any perceived grammatical errors with green squiggly lines.

Uncheck this box to eliminate the green squiggly lines in the document.

Check grammar and refinements in the Editor Pane. If you find Word's grammar
checker to be annoying, or you are using another grammar add-in such as

grammarly.com, you may want to uncheck this box as well.



Options ¥ Proofing and Autocorrect

Under Proofing, click on the Autocorrect Options button.

Word Options

G | -
EnerE a\?: Change how Word corrects and formats your text.

Display

Proofing AutoCorrect options

Save Change how Word corrects and formats text as you typed] | AutoCorrect Options...

Lanauaoe

AutoCorrect

AutoCorrect: English (United States) 7 X

AutoFaormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons

Caorrect TWo INitial CApitals
mpitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Exceptions...

Replace text as you type
Replace: With: Plain text Formatted text

accesories accessories
accidant accident
accomodate accommodate
accordingto according to
ACCross ACross
acheive achieve W

Add Delete
Automatically use suggestions from the spelling checker
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e Capitalize first letter of sentences: When checked, Word automatically capitalizes
the first word of each sentence and paragraph. For example, when typing "cc" on a

new line, Word will correct it to "Cc." If you would prefer for Word to stop correcting
the first letter, uncheck this box.




e Capitalize first letter of table cells: Likewise, when checked, Word automatically
capitalizes the first letter of the first word in a table cell. If you would prefer for Word to
stop doing so, uncheck this box.

e AutoCorrect Entries People Complain About: You probably also want to delete the
AutoCorrect entries in the list at the bottom of the dialog which replace (c) with © and

(r) with ®.
AutoFormat As You Type
AutoCorrect ? >
AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Replace as you type
|:| “Straight quotes” with “smart quotes” Ordinals [1st) with superscript
Fractions [1/2) with fraction character ['%) |:| Hyphens [--] with dash [—]
|:| *Bold* and _italic_ with real formatting
|:| Internet and network paths with hyperlinks

Apply as you type
[] Automatic bulleted lists [ Jiautomatic numbered listsi
|:| Border lines |:|Tables
[] Built-in Heading styles

Automatically as you type

|:| Format beginning of list item like the one before it
5et left- and first-indent with tabs and backspaces
|:| Define styles based on your formatting

FIGURE 2-9

Uncheck everything except Ordinals, Fractions and Set left and first indent with tabs and
backspaces. Optional items include checking Internet and network paths with hyperlinks will
create clickable hyperlinks to internet addresses, so that a person opening the document can
click on the link and go to the web address right from the document. You might also check the
Straight quotes with smart quotes but keep in mind that this may result in your quotation
marks getting converted to "A" and "@" if the person opening your document doesn't have the
same font set that you have on your computer.

Be sure to uncheck everything else of this page!' The Apply as you type section causes Word to
guess what is being typed and start inserting bulleted lists and tables on its own without any



prompting to do so. Also be sure to uncheck Define styles based on your formatting. This option
causes Word to create styles on its own.

Finally, click on the AutoFormat tab.

AutoCorrect ? >
AutoCorrect Math AutoCorrect AutoFormat As You Type
AutoFormat Actions

Apply
[] Built-in Heading styles [_] Automatic bulleted lists
|:|I__ist styles |:| Other paragraph styles
Replace

|:| “Straight guotes” with “smart quotes”
Ordinals [1st) with superscript

Fractions [1/2) with fraction character ['%)

[ 1 Hyphens (-} with dash (—]

|:| *Bold* and _italic_ with real formatting

|:| Internet and netwaork paths with hyperlinks

Preserve
[] styles
Abways AutoFormat

[ ]iPlain text e-mail documents!
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Make these options match the AutoFormat As You Type options.

At this point, make sure to click the OK button or all of the changes will be lost.



Options # Save

Word Optiens ? x
General .
Customize how documents are saved.
Display
Proofing Save documents
Save AutoSave OneDrive and SharePoint Online files by default on Word (&
Language Save files in this forrmat: | Word Document (*.docx) =
Ease of Access Save AutoRecover information every minutes
e TRE THET AT O EC OVETEd VETETOn 7 T CTOEE WRRGUT SavTig
Advanced -
AutoRecover file location: |C:\Users\ddavi‘\AppData\Roaming\Microsnft\Word\ | Browse...

Customize Ribbon
Don't show the Backstage when cpening or saving files with keyboard shortcuts

Quick Access Toolbar [] Show additional places for saving, even if sign-in may be required.

Add-ins Save to Computer by default

Trust Center Default local file location: ChUsers\ddavi\Documents', | E Browse... i

Offline editing options for document management server files

Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office
Document Cache,

Learn more

Server drafts location: |C:\Users\dda\ri\OneDri\re\DDcuments\SharePDint Diraftsy,

Preserve fidelity when sharing this document: | Microsoft Word for Legal Professional.. =

] Embed fonts in the file &

0K | ‘ Cancel
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e Save AutoRecover information: Reduce this to 5 minutes rather than 10 minutes.
More frequency is a good thing.

e Don't show the Backstage when opening or saving files with keyboard shortcuts:
If you want Word to go directly to the open or save browse screens when you open or
save a file using keyboard shortcuts (Ctrl + O and Ctrl + N), then check this box. There
is no longer a setting to go directly to the open or save browse screens when clicking
on the File menu.

e Show additional places for saving, even if sign-in may be required: This is just a
waste of space on your save screen, so clear this box.

e Save to Computer by default: Microsoft really wants you to save everything to
OneDrive and you probably don't want to. Therefore, check this box.



Options # Advanced ¥ Editing Options

Word Options ? *
Genera| D Advanced options for warking with Word. -
Display
Proofing Editing options
Save +| Typing replaces selected text
Language Il__' When selecting, automatically select entire word I
Advanced [+] Allow text to be dragged and dropped

| Use CTRL + Click to follow hyperlink
Customize Ribbon [ Automatically create drawing canvas when inserting AutoShapes
Cuick Access Toolbar [] Use smart paragraph selection
Add-ins [] Use smart cursoring
Trusst Cesiter Use the Insert key to control overtype mode
Use overtype mode
Prompt to update style
Use Normal style for bulleted or numbered lists
| Keep track of formatting
Mark formatting inconsistencies
Updating style to match selection: | Keep previous numbering and bullets pattern ~
| Enable click and type
Default paragraph style: | Normal "7
| Show AutoComplete suggestions
Do not autematically hyperlink screenshot -
oK Cancel
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Uncheck When selecting, automatically select entire word. Regain control over your
mouse.

Uncheck Automatically create drawing canvas when inserting AutoShapes.

Uncheck Use smart paragraph selection. If checked, Word will automatically select
the paragraph mark at the end of a paragraph you select and you may not always want
to do that. If you don't select the paragraph mark and copy text, it will not bring the
paragraph formatting with it when you paste.

Some other items to watch out for are:

Make sure Typing replaces selected text is checked. If not, you will not be able to
overtype on top of a selected word.

Use smart cursoring moves the cursor when you scroll up or down through the
document, this may or may not be what you want.

Enable click and type, in print layout, this will move your cursor anywhere you double-
click in an open area.



Options # Advanced #Cut, Copy and Paste

Note that in this area you can control the default paste action in a variety of circumstances. When
copying from other programs (such as a browser), we recommend that you strip all formatting
off of the source text. By changing the setting shown below, this will always be the case. You may
want to change some of the other settings as well depending upon how you work.

Word Options ? >
General =
Cut, copy, and paste
Display
Pasting within the same document: Keep Source Formatting (Default) =
Proofing ) =
Pasting between documents: Keep Source Formatting (Default) =
save Pasting between documents when style definitions conflict: | Use Destination Styles (Default) ~
Language Pasting from other programs: I Keep Text Only I"II
Advanced Insert/paste pictures as: UInline with text 7|

Customize Ribbon | Keep bullets and numbers when pasting text with Keep Text Only option

o Use the Insert key for paste
Quick Access Toolbar } )
| Show Paste Options button when content is pasted
Add-ins | Use smart cut and paste & Settings...

Teuct Cantar
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Options # Advanced # Show Document Content

Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Cluick Access Toolbar
Add-ins

Trust Center

Show document content

[] Show background colors and images in Print Layout view
[] Show text wrapped within the document window

[] Show picture placeholders @&

Show drawings and text boxes on screen

[ Show bockmarks

[] Show text boundaries

[ Show crop marks

[] Show field codes instead of their values

Field shading: | Always -
[T Use draft font in Draft and Outline views

Courier New
10
[] Use fonts that are stored on the printer

Font Substitution...

[] Expand all headings when opening a document ©

Display

*

4

Show this number of Recent Documents: 50

] CQuickly access this number of Recent Documents: 20

Show this number of unpinned Recent Folders: 20 -

oK

| | Cancel
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e Change Field shading to Always.

e Change Show this number of Recent Documents to your preference.




Options # Advanced ¥ Fidelity & General

Word Options ? *
FY
General
Preserve fidelity when sharing this document: || g All Mew Documents I -
Display
Proofi —
reeing I [ Embed linguistic clatal
Save
General
Language
Advanced Provide feedback with sound

| Provide feedback with animation

Customize Ribbon L .
Cenfirm file format conversion on open

Quick Access Toolbar | Update automatic links at open
Add-ins Allow opening a document in Draft view
Trust Center

Show add-in user interface errors

Mailing address:

Eile Locations... Web Options...

OK Cancel
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e Change the heading in Preserve fidelity when sharing this document to All New
Documents (so the setting change applies to all future documents) and clear the
Embed linguistic data box. "Linguistic data" refers to things like speech (from text-to-
speech or speech-to-text applications or add-ins) and handwriting. You're probably
not using either of those things so embedding them only makes the file-sizes bigger
(unnecessarily).

e Click File Locations and make sure that Word is defaulted to look in whatever folder
you keep your client documents. This saves you the annoyance of switching drives and
folders every time you want to save something.



Options # Advanced * Layout Options

Word Optiens ? x

ST TOTTTI T ST ST e T T =

General Update automatic links at open

Display [] Allow opening a document in Draft view

Proofing

Cave Show add-in user interface errors
Mailing address:

Language

Ease of Access

Advanced
) ) File Locations... Web Options...
Customize Ribbon
Quick Access Toolbar Layout options for: | ig] Microsoft Word for Legal Professional... =
Add-ins [ Add space for underlines
Trust Center [ Adjust line height to grid height in the table

[] Allow hyphenation between pages or columns,
[] Balance SBCS characters and DBCS characters
[] Convert backslash characters into yen signs

[ ] Don't center "exact line height" lines

Don't expand character spaces on a line that ends with SHIFT+RETURN

I Don't use HTML paragraph auto spacing

(] Draw underline on trailing spaces

[ Suppress extra line spacing at bottom of page
[ Suppress extra line spacing at top of page

1 Use line-breaking rules

[T {Use Word 2013 rules for hyphenation between pages and columns.

Compatibility options for: @ Microsoft Word for Legal Professional... =
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Check Don't expand character spaces on a line that ends with SHIFT-RETURN because this is
the number one reason that a few words will be spread across the entire line with giant gaps
between each word. For your information, Shift + Return = "soft return" which tricks Word into
thinking that what appears to be two lines of text are actually one line of text.

Options # Trust Center # Trust Center Settings Button

¥ Protected View

By default Protected View is enabled. When enabled, Word displays a warning if the Word
document was created on a different system. While the warning is displayed, the file may only
be viewed, not edited. To edit the document, you must click the Enable Editing button.



Document.DOCX - Protected View - Sawved to this PC

File Home  Insert Design  Layout  References  Mailings  Review  \View  Developer

|:\|/-| PROTECTED VIEW EBe careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing

L

Protected View disables all of the active content in the document and reduces the risk of
infection from a worm, virus, or other malware that could be embedded in an unknown
document.

If protected view bothers you, you may disable it. Yes, there is risk involved in disabling it. You
should check with your system administrator prior to unchecking these boxes. To change
these settings, go to Protected View and uncheck one or all of the boxes. See Figure 2-17.

Trust Center ? d

Trusted Publishers
fusted FubliEnEr Protected View

Trusted Locations
Protected View opens potentially dangerous files, without any security prompts, in a restricted mode to help
Trusted Documents minimize harm to your computer. By disabling Protected View you could be exposing your computer to possible
security threats.

Trusted Add-in Catalogs Enable Protected View for files originating from the Internet

Add-ins [T Enable Protected View for files located in potentially unsafe locations G

ActiveX Settings Enable Protected View for Outlock attachments (G

Macro Settings

Protected View

FIGURE 2-17
These boxes enable protected view, unchecking them disables the protection.

¢ Enable Protected View for files originating from the Internet. This should probably
remain checked. If you download a Word document from a web page, or anywhere
else from the internet, you will probably want the Protected View protection.

e Enable Protected View for files located in potentially unsafe locations. This is the
main cause of triggering Protected View when opening a file from a network folder.
You may disable this, but you may want to make your network server a "Trusted
Location" instead. (See Trusted Location, below.) Unchecking this box also disables
Protected View from other locations, such as USB thumb drives.

e Enable Protected View for Outlook attachments. With this checked, you will receive
a protected view warning for every Word document that you open as an attachment
from Outlook. Unchecking this box turns off the protection.

NOTE: In addition to these settings, Windows may "block" Outlook attachments that you save to
your file system. To unblock them, you must right-click the file, select Properties, check the
Unblock box (on some systems this appears as a button instead of a checkbox), and click OK:



Document.DOCK Properties >

Gereral Carbonte Secuity Details Previous Versions

\j |Dncument DOCX

Type offle:  DOCX Flle (.DOCX)

Opens with: El Word Change...

Location: C:\Users'Public
Size: 20.8 KB (21,354 bytes)
Size ondisk:  24.0 KB (24,576 bytes)

Created: Today, January 16, 2015, 19 minutes ago
Modified Today, January 16, 2019, 19 minutes ago

Accessed Today, January 16, 2015, 19 minutes ago
Aftributes: [JReadonly []Hidden Advanced...

Security: This file came from anather
compiter and might be blocked td

help protect this computer. '

Cancel Apply
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Options # Trust Center # Trust Center Settings Button
» Trusted Locations

Trusted Locations are for folders on your system or on your network that you trust. Adding a
folder or network share as a Trusted Location completely disables all of the Trust Center checks
and protections for that location. To add a folder such as "N:\Client Files" as Trusted Location:

1. Goto File » Options # Trust Center # Trust Center Settings # Trusted Locations.

2. Check the Allow Trusted Locations on my network. You will not be able to enter a
network location without checking this box.

3. Click Add new location, enter the path of the folder and check Subfolders of this location
are also trusted. Then click OK and OK. All documents in that folder will now be trusted,
and the Trust Center will no longer check them.



Trust Center

Trusted Publishers

Trusted Locations
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,

Path Drescription Date Modified =
User Locations
Ch.onrtppData\Roaming \Microsoft\Templates),

Ch\Program Files (x86\Microsoft Office\Templates),
Ch.AppData\Roaming\Microsoft\WordhStartup',

Trusted Document

Add-ins

ActiveX Settings Waord 2010 default location: I&er Templates

Ward 2010 default location: Application Templa...

Macro Settings Word 2010 default location: StartUp

Protected View Policy Locations

Microsoft Office Trusted Location
Message Bar

? X

Warning: This location will be treated as a trusted source for opening files. If you
change or add a location, make sure that the new location is secure.
Path:

N:\Client Files

File Block Settings

Privacy Options

s

this location are also trusted |

Date and Time Created: 9-01-16 1:42 PM

Path:
Description:

ChUsers\johnrAppData\Roaming\Microsoft\Te|
Word 2010 default location: User Templates

—»

I Allow Trusted Locations on my network (not recommended) I
|:| Disable all Trusted Locations

ate Modified:
Sub Folders: Disallowed

| Add new location... ||| Re Modify...

. oK

| Cancel |
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Options # Trust Center # Trust Center Settings Button
+ File Block Settings

File Block Settings will trigger Protected View for all files of a particular type regardless of where
they are located. Again, there is risk involved in disabling this feature. Check with your system

administrator before unchecking these boxes. In particular, there have been prior issues with
RTF files.




To have all file types open and allow editing without a prompt, under the File Block Settings,
uncheck all of the check boxes and under Open behavior for selected filed types, select Open
selected file types in Protected View and allow editing. See Figure 2-20.

Trust Center ? *

Trusted Publishers
HstE TUblEnE File Block Settings
Trusted Locations
Far each file type, you can select the Open and Save check boxes. By selecting Open, Word blocks this file type, or

Trusted Docurments opens it in Protected View. By selecting Save, Word prevents saving in this file type.

Trusted Add-in Catalogs File Type Open save
Word 2007 and later Documents and Templates | 1

Add-ins OpenDocument Text Files

ActiveX Settings Nord 2007 and later Binary Documents and Templates

Word 2003 Binary Documents and Templates
Nord 2003 and Plain XML Documents

Word XP Binary Documents and Templates

Macro Settings

Protected View

Message Bar
File Block Settings

Privacy Options

Word 2000 Binary Documents and Templates
Nord 97 Binary Documents and Templates
Nord 95 Binary Documents and Templates
Nord 6.0 Binary Documents and Templates

Word 2 and earlier Binary Documents and Templates

Web Pages
RTF Files

Plain Text Files

Legacy Converters for Word

Office Open XML Converters for Word

PDF Files
Open behavior for selected file types:
Do not open selected file types

Open selected file types in Protected View

Ilfi Open selected file types in Protected View and allow editing I

[
|
|
[
[
[
|
|
[
|
[
|
|
[
[
[

oK

Restore Defaults

Cancel
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Options # Trust Center # Trust Center Settings Button
* Privacy Options

Trust Center ? >

Trusted Publishers

Privacy Options
Trusted Locations
Trusted Documents m
Trusted Add-in Catalogs Read our privacy statement
) | View Diagnostic Data... |
Add-ins
ActiveX Settings Document-specific settings

Macro Settings

~| Warn before printing, saving or sending a file that contains tracked changes or comments

Protected View Store random numbers to improve Combine accuracy U
¥

Message Bar +| Make hidden markup visible when opening or saving

File Block Settings

| Document |nspector... |
Privacy Options |

Form-based Sign-in Research & Reference

| Translation Options... |

| Research Options... |

| 0K || Cancel |
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Go to the Trust Center and click the Trust Center Settings button. A new dialog will open. Click
on Privacy Options and check Warn before printing, saving or sending a file that contains
tracked changes or comments. Also clear the Send personal information to Microsoft to make
improvements to Office.

Lock In Your Setting Changes

Make sure that after you're doing with all of the foregoing changes that you click the OK button,
NOT Cancel and NOT the X button in the top, right-hand corner of the dialog. That makes the
changes stick. It's a good idea after you do this to exit Word, re-launch Word and spot check a
couple of the settings to ensure that they're still modified. If the changes don't stick, there are a
couple of reasons that could happen and | can help you figure out why. Just send me an email -
info@affinityconsulting.com.



Fix Track Changes Settings

There are a few changes you'll want to make to the Track Changes defaults. All of these changes
begin on the Review ribbon in Word 2016.

Change the Markup

By default, Word shows you Simple Markup which means that if you delete text, it literally
disappears and a little red, vertical line appears in the left margin adjacent to the line where
something was deleted. Of course, | not only want to know that something was deleted, but what
was deleted. Therefore, switch from Simple Markup to All Markup (see below).

Document] [Compatibil
ouT REFEREMNCES MAILINGS REVIEW VIEW DEVELOPER ADD-INS

IJ . D i | Simple Markup ‘ E

B | simple Mark

CO:T:E“ Delete Previous Mext Coi;u;nts Ch'gl:;::s' -w Accvept Rej
Comments Trac Mo Markup \
EEt &~ i~ g (28 [% 48 = aly . ?‘rlg.mall S
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Track Changes Options

In order to get to this dialog, click Review ribbon | Tracking launcher.

REVIEW VIEW DEVELOPER ADD-INS

. D S |simple Markup - | Previous
* EI Show Markup - | Mext
Track o
-mments Changﬁ*ﬁe"'e‘”'ng Pane -
Tracking Changes {
L T T S E R S S B [ T I IR SRR
— | . a -
Track Changes Options :
Show
Comments «'| Highlight Updates
Ink | Other Authors

Insertions and Deletions I|:| Pictures By Comments I
Formatting

Ealloons in All Markup view show: |Comments and formatting | »

Reviewing Pane: |Off 5|
Advanced Options... Change User Name...
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e Clear Pictures By Comments (unnecessary and clutters up the comment screen).

e Balloons are best used for Comments and Formatting only: not Revisions which is
the default setting.



