
 

 
 

Initial Settings in PS&E for Word 2013-2016 & O365 desktop 
PS&E will generate errors on open if we do not make a few changes.
	
Open Word to a blank document to make these changes. Do Not try starting PS&E.
	

1. Compatibility Mode 
2. Live Preview 
3. Reading View 
4. Start Screen 
5. Disable Protected View 
6. Go to File – Options. 



   

   

Must be Un-Checked 

Must be Un-Checked 



Word Options 

General 

Display 

Proofing 

Save 

Language 

Advanced 

Customize Ribbon 

Quick Access Toolbar 

Add-ins 

~ ustCe:nte0 

~ General optic 

User Interface option 

GZJ Show .Mini Toolb, 

D Enable Live Previ, 

GZJ Update documen­

SqeenTip style: ~ 

Personalize your copy 

!J.ser name: 

!nitials: 

D Always use these· 

Office !!ackground: 

Office!heme: 

Start up options 

Choose the extensior 

Word Opt ions 

General 

Display 

Proofing 

Save 

language 

Advanced 

Customize Ribbo~ 

Qu,ck Access Toolbar 

Add-ins 

Trust Center 

? X 

I ~ Help keep your documents safe and your computer secure and healthy. 

Security& more 

Visit Office.com to learn more about protecting your privacy and .security. 

Microsoft Trustworthy Computing 

Microsoft Word TrustCenter 

The Trust Center contains security and pnvacy settings. These settings help '--------"" 
keep your com puter secure. We recommend that you do net change these 
sgtings. 
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http:Office.com


   

Trust Center 

Trusted Publisher, 

Trusted Locations 

Trusted Documents 

Trusted Add-in Catalog, 

Add-ms 

Active)( Setting, 

Macro Settin s 

Protected View 

Message ar 

File Block Settings 

Privacy Options 

? 

Protected View 

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

D nable Protected View for files originating from the !nternet 

D nab le Protected View for files located in potentially unsafe Jo cations 0 

D nable Protected Vi= for Qutlook attachments ·:!) 

Must be Un-Checked 

X 

Must be Un-Checked
	


