Office 2007 Users:

Reasons for Saving a Word 2007 Document in an Older File Format

People who use Word 2003 will not be able to open or work with files created in Word 2007.
Word 2007 users should save their files in the Word 2003 file format (.DOC) if the files are sent
to others who may not have Word 2007. If not sure what version of Word the recipient has, be
cautious and save the document in the older file format (*.DOC).

e *.DOC-Word 2003 extension

e *DOCX—-Word 2007 extension

Links to Instructions

Follow the same instructions for saving files in the older file format in Excel

Always Save Word 2007 Files as a Word 2003 File

Save Word 2007 Files as a Word 2003 File Once in a While

How Does Word 2007 Work with Word 2003 Files?

How Does Word 2003 Work with Word 2007 Files? (It doesn’t)

How Does Word 2003 Work with Files that Word 2007 Saved in the Older Format? (It does)
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Word 2007
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Save Word 2007 Files as a Word 2003 File All the Time

The following directions permanently change the way Word 2007 saves files. This change may
be undone by following the above directions, except on step 5, select Word Document (*.docx)
However, any documents already saved in the old file format (*.doc) will not be changed.

1. InWord 2007

2. Click the Office button
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3. Click Word Options
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4. Inthe Word Options window

Click Save

Popular 5
3 H Customize how documents are saved.
Display
Proofing Save documents
save . Save files in this format: ‘Wurd Dacument (*.docx v

Advanced ‘ Save AutoRecover information every |10 2| minutes
— AutoRecaver file lacation: |C:\Documents and Settings\kelliek\Application Data\Microsoft\Ward\ | [ prowse.. |
Add-Ins Default file location: ‘C:\Documants and Slettings\keHiek\.My Documents'. | [ Browse... ]
Trust Center Offline editing options for document management server files
Resources Save checked-out files to:

() The server drafts location on this computer

(2 The web server

Seryer drafts location: | CG\Documents and Settings'\kelliek\My Documents\SharePoint Drafts\ | [ Browse...

Preserve fidelity when sharing this document: l@l Documentl

[[1 Embed fonts in the file (&

5. Inthe Save documents section
Next to Save files in this format:
Click the list arrow
Click Word 97-2003 Document (*.doc)

Word Options
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4 H Customize how documents are saved,

Display

p 5& documents

Save files in this format: ‘Ward Document (*.doc) \

Save AutoRecover inforr Word Document [*.docy
‘Word Macro-Enabled Document (*.docm)

Waord 97-2003 Document [*.dod

Proofing

dvanced

AutoRecover file location:

Customize

Default file location: Word Template (*.dotx) v znts\, [ Browse ]
Word Macro-Enabled Template (*.dotrg
Offline editing options for d¢ WWord 97-2003 Template [ dot]
~ Single File Web Eaga * mhtml)
Resources T ——————_ ", *.htmi)
(@ The server drafts 106 \eb Page, Filtered (*htm, * htmi]
) The web server Rich Text Format [*.rtf)
Server drafts location: | C:f F13in Text (*.bxt) SharePoint Drafts\ | [ Browse...
| Word XML Document (* xml)
_ | Word 2003 XML Document (*.xml} =
Preserve fidelity when sharin Works 6.0 - 9.0 (*wps) _L
] Embed fonts in the file | Vorks 6.0 -9.0 [~wps}
i R Works 7.0 (*.wps)

6. Click OK




Save a Word 2007 Document as a Word 2003 File Once in a While

Most of your documents can be saved in the Word 2007 format, but for those times you need
to save them in the older format, see the following instructions.

1. InWord 2007

2. Click the Office button
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3. Point (don’t click) on Save As

Save a copy of the document
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j (i & Word Document
~~u = Save the document in the default file
7 Open format.
1 Word Template
Save the document as a template that can
be used to format future documents,
N Word 37-2003 Document
save As Save a copy of the document that is fully
compatible with Word 9*003.
PDF or XPS

Publish a copy of the document as a POF or
XPS file,
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Open the Save As dialog box to select from
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all possible file types.
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Close
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Click on word 97-2003 Document
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Save a copy of the document

Il? L Word Document
Save the document in the default file
format,

l'l‘:,‘ -1 Word Template
= Save the document as a template that can

W] j Word 97-2003 Document

Save a copy of the docupent that is fully
compatible with Word 9*003.

FUTo

; Publish a copy of the document as a POF or
XPS file.

=1 Other Formats

Open the Save As dialog box to select from
all possible file types.

[z] Word Options | | X Exit Word

5.

Note the Save as type:

Word 97-2003 document (*.doc)
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Click Save

The file’s title bar will display [Compatibility Mode]

Practice word 2007 . doc [Compatibility Mode] - Microsoft Word

First time you have saved this file?
You will have one version of the file (*.DOC)

Was this an existing file saved in the new format (*.DOCX)

You will now have two versions of the file

e The new version (*.DOCX)
e The old version (*.DOC)




How Does Word 2007 Work with Word 2003 Files

1. Anyolder Word document with the *.DOC extension may be opened in Word 2007.
2. You can tell it is an older file format because when the file is opened in Word 2007,
[Compatibility Mode] will be displayed
Practice word 2007, doc [Compatibility Mode] - Microsoft Word
3. You may print, edit and work with this file

How to Open Word 2003 Files in Word 2007

1. Click the Office Button
H9-0 )& _l =
Home Insert Page Layoul
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2. Click Open
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3. Next to Files of type: select All Word Documents (*.docx; *.docm; *.dotx; *.dotm; *.doc;
File name: | v|
Files of type: |.ﬁ.|| Word Docurnents (*,doc; *.doc; *.dab; * . dokmyg *.doc; *.dak; * kg ® kel #ebF; * bk *.n V|
Note the *.doc
This is the file type you are looking for
4. Browse to the location of the file
5. Select the file
L-TQ Speed up data entry with these keyboard shortcuts.doc Z9KE  Micr... Zf21/2008 12:22 FM
6. Click Open

Speed up data entry with these keyboard shortouts.doc

20KE  Micr... 2/21/2005 12:22 PM
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How Does Word 2003 Work with Word 2007 Files?
(It doesn’t)

1. Word 2003 can’t understand Word 2007 files.

2. When you try to open a Word 2007 file in Word 2003, you will receive a message that the
file is in the newer format and do you want to download the Microsoft Office Compatibility
Pack?”

3. If you download the Microsoft Office Compatibility Pack, the Office 2003 user can open,
read and print the file, but can’t do anything else with it. The file can’t be saved or edited.

How Does Word 2003 Work with Files that Word 2007 Saved in the Older Format?
(It does)

1. Word 97, 2000, 2002 or 2003 opens and works with this file as though it was created in
the same version of Word.

2. You can work with this file with no difficulty.




