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BPub Prep template install

Created by Baird, Sally on Nov 04, 2021

1. Start word and open a blank doc
2. Add a new trusted location:
a. File/Options/Trust Center/Trust Center Settings.

1. Macro Settings (It should say disable with notice. If necessary, it can be changed to “enable all macros® but that's
not preferable. Also check the box to allow access to the vba project.
2. Trusted Locations

1. Check "Allow Trusted Locations on my network"
2. “Add new location..”
a. \wideaccess\bpub_arbortextiprograms\proditemplates\
b. check "Subfolders of this location are also trusted"
c. click "OK" back to "Word Options" dialog
1. Add 2 new template locations
a. (back on Word Options) Advanced

1. Scroll all the way down, click "File Locations..." [if grey, you don't have a doc open, just open a blank one and come
back]

1. Change "Workgroup templates” to \\wideaccess\bpub_arbortextiprograms\proditemplates
2. Change "Startup" to \wideaccess\bpub_arbortextiprograms\proditemplates\startup

1. Click *OK’ all the way out

2. Restart Word

Your first time back in, you might not see BPub Prep on *Featured”. Just click *shared” or “custom” (whichever appears),
and find it. The next time through, it should be on "Featured"
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