Faculty Technology Resources
MS Office 2007 Recommendations

Set Word 2007 Default Option to Save as Office 2003
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Recent Documents

document.doo
document.doc
document(2).docx
document.doc
apenOffice2007Files.html

1. Click the Microsoft Office
Button.
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2. Click the Word Options button.
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Popular ¢
G H Customize how documents are saved.
Display
Proofing Save documents
“save Save files in this format: | Word Document (~.doce ~
Advanced [¥] save AutoRecover inforr Word Document (. docy)
Word Matro-Enabled Dacument [*.docm) e s

Fp— AutoRecover file location: [T ————— DataMicrasoftiword\

3 CI |Ck the Save Adedns Default e location: Word Template (*.dotx) ents) -m

- Word Macro-Enabled Template (*.dotm)
button Trust Center Offline editing optians far d¢ Ward 972003 Template (".dot)
- Single File Web Page (“.mht, *.mhtmi

Resources

Save checked-out files to: ] wab page [ ntm, * htmi)
The server drafts Joc2 ywap Page, Filtered [*ntm, *.htmi)
O The web server Rich Test Format [*.rtf)
Seryer drafts locatian: [ AL PIaIn Text (b Ints\SharePaint Drafts\ [Corowse... |
* Waord XML Document [*xmi i m
Word 2003 XML Document [*.xmi}
Word 97.2003 £ 6.0/95 - RTF (*.doc)
Works 6.0 - 9.0 " wps)
Works 6.0 &7.0 (*.wps)

Preserve fidelity when shasin w |

[ Embed fonts inthe file

4. From the Save files in this format menu, Click Word 97-2003 Document
(*.doc).

5. Click OK.
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