SOP Name: Excede — Setting Default PDF Viewer

SOP Identifier: Click or tap here to enter text.

SOP Au'thor: Amanda Walker Original SOP Date: | 1/27/2022

Name & title

SOP Version #: 1 Last Updated: Click or tap to enter a date.
Departments:

Primary ALL Departmental ALL

Department: Focus:

Other Team(s): | Click or tap here to enter text.

Role 1: ALL Role 4: Choose an item.
Role 2: Choose an item. Role 5: Choose an item.
Role 3: Choose an item. Role 6: Choose an item.

Purpose:

Setting Default PDF viewer to PDF-Xchange Viewer for Excede program

Step #: 1 Step Owner (Role): ‘
Cross Ref. SOP(s):
Additional Docs:
e ONLY follow these steps if you have Adobe Acrobat DC. DO NOT make these changes if you have Adobe Acrobat
Pro.
e To find your current Adobe Version:
0 Click the Windows Start Icon
0 Type Adobe, the search field will automatically appear
0 Your version will display at the top of the list

Adobe Acrobat DC

Apps

Adobe FormsCentral
-+ Adobe Acrobat Distiller X
Search work and web
L adobe - See work and web results
Folders
B Adobe CSDT
Adobe Acrobat X1
AdobeFontsAll

AdobeDeviceCentral2-mul

AdobeSuiteSharedConfiguratio
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Step #: 2

Step Owner (Role): ‘ All

Cross Ref. SOP(s):

Additional Docs:

e Click on Windows Start Button
e Choose Settings, gear icon

- BlueZane 6.2

— =
& Calculator

landar

L fype here to search

Step #: 3

| Step Owner (Role): ‘ All

Cross Ref. SOP(s):

Additional Docs:

° Click on Apps
[0
0 wem e R B
i= fops (Q Accounts

PO o G

Phone Networ
AP i
(o, Time & Language Garmi
e B
78 Update & Security
- nodows Updats, racovary,

backup

Step #: 4

Step Owner (Role): ‘ All

Cross Ref. SOP(s):

Additional Docs:

e Click on Default Apps

173

Home

Apps

= Apps & features

Drefault apps

Offline maps

Apps for websites

Video playback

Startup

Step #: 5

Step Owner (Role): ‘

Cross Ref. SOP(s):

Additional Docs:

Reset

e Scroll to the bottom and Choose “Set defaults by app”

Reset to the Microsoft recommended defaults

Choose default apps by file type
Choose default apps by protocol
Set defaults by app

Recommended browser settings
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Step #:

| Step Owner (Role): ‘

Cross Ref. SOP(s):

Additional Docs:

e Click on your current Adobe Program name (varies by user)
e Click Manage

Set your default programs

E Access

Adobe Acrabat X1 Pro (11.0.20)

Manage

Step #:

Step Owner (Role): ‘

Cross Ref. SOP(s):

Additional Docs:

e Under Name go to the .pdf option
e Click on current Adobe Program

Name

e Choose PDF-Xchange Viewer
e Click the Back arrow upper Left next

to word Settings

e Close Settings window

e If you are currently logged into
Excede, log out and log back in for
the change to take effect

< Settings

@ Adobe Acrobat Xl Pro (11.0.20)

File type and protocol associations

Name

.aaui
Acrobat User Interface

acrobatsecuritysettings

Adobe Acrobat Security Settings Docu...

bpdx
Adobe Acrobat Batch PDX files

fdf
Adobe Acrobat Forms Document

pdf
Adobe Acrobat Document

pdfxml
Adobe Acrobat PDFXML Document

Default app

. Adobe Acrobat

Choose a default

Adobe Acrobat

Adobe Acrobat

Adobe Acrobat

HEHEH

Choose a default

+

Choose an app
A‘ Microsoft Edge
Recommended for Windows 10

Adobe Acrobat

E Google Chrome

l,m PDF-XChange Viewer
deor

- Lock for an app in the Microsoft Store

Step #:

Step Owner (Role): ‘

Cross Ref. SOP(s):

Additional Docs:

e After this change is made ALL of your PDF’s that you create or receive will open in PDF-Xchange Viewer. If you
want them to open in your current program of Adobe Acrobat DC you will have to:

0 Right click on the file name
0 Choose Open with
0 Choose Adobe Acrobat

TR S Qo it Adobe Acrobat XI Wicrosort wora
ede - Setti print Microsoft Word

fin
ede - Upd| Adobe Acrobat

3 Share with Skype
fing Comj Microsoft Word
Wl Scan for threats ) A

fing Comj Adobe Acrobat
sgle Chror| @ Share Adobe Acrobat
mal Traini| ~ View online Microsoft Powe
ntoEmail|  Version history Microsoft Word
n to Email Choose OneDrive folders to sync Adobe Acrobat
di Microsoft Word
"9 25€ &, Edit with Adobe Acrobat (crosort Hore
ding a sec ) Microsoft Word
) #: Combine files in Acrobat...
ding a sec Adobe Acrobat
ing Out of Open with > | | Adobe Acrobat soft Word
ning Guid  Give access to | @ Firefox e Acrobat
el Reques Restore previous versions [ Geogle Chiome e Acrobat
lo - Setting B Microsoft Edge e Acrobat

Send to . i
2 Browser #| PDF-XChange Viewer e Acrobat

Cut

5 J Search the Microsoft Store

Col

il Choose another app

Create shortcut

Delete

Rename

Properties

If you have a signature setup in your current Adobe you will want to open new documents this
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