How to Add a Trusted Folder Path to Adobe Acrobat
A. Create the Folder
1. Open Windows Explorer
a. Click the “Start” button and click on “My Computer”
2. Select the drive you want to create the folder in (Local Disk (C: ))
a. Single left click the item that has C: in the name (it may say Local Disk) If you don’t see it click the arrow next to “Computer”.
[image: ]
3. [bookmark: _GoBack]Click “Create New Folder”
a. Click “File” – “New” – “Folder” [image: Create a New Folder]
4. Name the folder “SPS Memo” and press the enter key on your keyboard
B. Add the folder to Privileged Locations in Adobe Acrobat
1. Open Acrobat
2. Click “Edit” and then “Preferences”
3. [image: ]
4. Select “Security (Enhanced)”
[image: ]
5. Under “Privileged Locations” Click the “Add Folder Path” button
[image: ]
6. Navigate to the SPS Memo folder you created
7. Click to select the folder
[image: ]
8. Click OK
9. Make sure the folder shows in the list
[image: ]
10. Click OK again
YOU MUST SAVE THE SPS MEMO PDF FORM TO THIS FOLDER AND ONLY OPEN THE FORM FROM HERE.
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