How to change Macro Security Settings

1. In Word, select Tools and click Options.
2. Click the Security tab
3. Click Macro Security button in the lower right hand corner.

User Information I Compatibility I File Locations I
i General I Edit ] Print I Save I
Spelling & Grammar I Track Changes I

Security

File encryption options for this document

Password to open: I Advanced...

File sharing options for this document

Password to modify: |

I Read-only recommended

Digital Signatures... | Protect Document...

Privacy options
™ Remove personal information From file properties on save

I warn before printing, saving or sending a file that contains tracked
changes or comments

IV Store random number to improve merge accuracy

Macro security

Adjust the security level for opening files that might
contain macro viruses and specify the names of
trusted macro developers.

Macro Security...

4. Select Low and OK.

Security

Security Level | Trusted Sources ]

" High. Only signed macros from trusted sources will be allowed
to run. Unsigned macros are automatically disabled.

sugotentially

Low {not recommended). You are not protected from
potentially unsafe macros. Use this setting only if you have
virus scanning software installed, or you have checked the

safety of all documents you open,

Mo virus scanner installed.

| OK | Cancel

5. Restart computer.



