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Introduction

This guide will show you how to 0 Dk
save your documents in a format ﬁ..j Recent bocuments
compatible with older versions of _

Office. apen

Accessing your Options
1) Click on the Office Button.

2) Click on Word Excel) Opti
) Click on Word (or Excel) plons\

] Word Options | | 2 Exit Word

¢

Changing your Options
1) Go to your Save options — e

Save documents

Save files in this format: | Word 97-2003 Documen t (=.dog) m‘

dvanced ™ save AutoRecover inforr YWord Dacument [.docq

2) In the drop down menu select: toneconr i ot e et e

. Default file location: Word Template (*.dobq cumd ( Browse.. |
Word 97-2003 Document ("_doc) Word Macro-Enabled Template (* dotm)
Trust Center Offiine editing aptions for dd Word 972003 Template [*.dot]

Single File Web Page (*.mht, *.mhtmi)

Res Save checked-out files ta: (7| web Page (*htm, *.htmi)
@ The server drafts |06 wep Page, Filtered (*htm, =htmi)
O Theweb server | Rich Text Format (*rtf}
Or, .. Server drafts location: | C\[ Plain Text (bx) ents| ( Browse.. )
‘Word XML Documen it (*.xml]
§ | Word 2003 XML Documen t (i) 5
Preserve figelity when sharin o oo o g N

Works 6.0 -9.0 [*.wps)

Excel 97-2003 Workbook (*.xls)

3) Click on OK




