Configuring Word 2007 to save in a format
accessible to all previous versions of Word.

The following instructions are designed for configuring Microsoft Word 2007 to save all future
documents in a format that is accessible to all previous versions of Microsoft Word.

Start Word 2007. Click Start, All Programs, Microsoft Office, Microsoft Office Word 2007.

The screen will show a new blank document. Now click on Windows Button in the top left
hand corner of the screen.

Hint: The yellow circle in the top left hand corner.
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Then click on Word Options next to Exit Word in the middle of the open screen.
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Now click on Save to open the Popular Word Options screen.
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i : Change the most popular options in Word.
Display
Proofing Top options for working with Word
Save Show Mini Toolbar on selection i)
Enable Live Preview (i)
Advanced 2
|:| Show Developer tab in the Ribbon )
Customize Open e-mail attachments in Full Screen Reading view 0
Add-Ins Color scheme: [ Elue E:I
Trust Center SereenTip style: Show feature descriptians in ScreenTips B
Resources Personalize your copy of Microsoft Office

User name: iWiIIiam A, Swager

Initials  |WAS

Choose the languages you want to use with Microsoft Office: Language Settings...

OK

i [ Cancel

Here in the Word Options screen, click on Save to open the next screen.
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Word Options

T IR .

Popular
Display
Proofing
- Save 4|
Advanced
Customize
Add-Ins
Trust Center

Resources

H Customize how documents are saved.

Save documents
Save files in this format: Ward 97-2003 Document [*.daoc) El
Save AutoRecover information every |10 ::i minutes

AutoRecover file location: | &\Users\bswager\AppData\Roaming'Micrasoft\Ward',

Default file location: Childsersibswager\Documents',

Offline editing options for document management server files

Save checked-out files to: (i)
@ The server drafts location on this computer

) The web server

Server drafts location: C:'\Users\bswager‘\Docurnem.:s\.Shart.;Po'int Dr.afts\

Preserve fidelity when sharing this document: @ Documentd El

[] Embed fonts in the file
Embed only the characters used in the document (best for reducing file size)

Do not embed comman system fonts

Browse...
Browse...

Browse...

[ OK ] [ Cancel

Now you should be on the Customize how documents are saved screen as shown above:

Under Save documents, click on the pull down menu next to Save files in this format: Change
the format from Word Document (*.docx) to Word 97-2003 Document (*.doc).
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Word Document (*.doo)

Ward Macro-Enabled Document (*.docm)
Waord Template [*.dotx)

Waord Macro-Enabled Template [*.dotm])
Waord 97-2003 Template [*.dot)

Single File Web Page [(*.mht, *.mhtml)
Web Page [*.htm, *.html]

Web Page, Filtered [*.htm, *.html]

Rich Text Format [*.rif)

Plain Text [*.txt)

Ward XML Document [*.xml}

Waord 2003 XML Document [*.xml)
Waorks 6.0 - 9.0 [*.wps)

Warks 6.0 - 9.0 [*wps)

Click OK to save your settings and to be returned to your blank document.

From this point on all your documents will be saved in a format that is accessible to people

running Word 97 to 2003 and 2007.

If you receive a document that we made in Microsoft Office Word 2007 you’ll be able to open
and edit with the program. Once you open the document, any changes will be saved in the
original format of Office 2007 and will still have the file extension of .docx.

If you continue to save documents in the 2007 format (*.docx) extension, only people with
Word 2007 will be able to read your documents unless they have installed the file format

convertor.

If necessary, you can tell the receiver of your Word 2007 documents to obtain the viewer from
our website for free. Here is the link to the file convertor.
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