Working with Office 2007 Files

Microsoft Office 2007 saves files in formats thahde difficult for many users to access.

For compatibility reasons it is recommended thabid @ -
are using Office 2007 you save your Word files in a Y e
format that is backwards compatible with earlier :
versions of Microsoft Office. /7 Qen

To do this, select Save As from the office menu and el =

Save a copy of the document

=
LC%

Word Document

==/ Save the document in the default file

farmat.

Word Template
Save the document as a template that can
be used to format future documents.

Word 37-2003 Document

-| Save a copy of the document that is fully

compatible with Ward 97-2003.

» Find add-ins for other file formats
y learn about add-ins to save to other

formats such as PDF ar XP5,

Other Formats
Open the Save As dialog box to select from
all possible file types,

select Word 97-2003 Document. NETE B9

J—;JJ Print 3
You'll be prompted to enter a ndwie Nameand will [ e > |
be shown that th8ave as typegull-down menu is set D
to Word 97-2003 Document g ses

...... ¢ Publish »

? Clase
v

:_j Waord Options I !X Exit Word I

You'll now which file is saved in which format bgdking at the filedype (Select Views and choose

Details)
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You can also look at the icons — you'll notice tlaeg different for each file type:

This is a Word 97- This is a Word 2007
2003 file that is document.

backwards compatible
with earlier versions.

If you are using®?owerPoint and/orExcel you'll need to go through the same process to rsake the
files are able to be opened. Both applications al&ov you toSave As.. and save in an earlier version.
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