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Saving an Office 2008 File in the 97-2004 Format

Microsoft Office 2008 introduces a new file format (.docx for Word, .xlIsx for Excel, & .pptx for
PowerPoint) that is not fully compatible with previous versions of Microsoft Office. If you create a
new document in Office 2008 using the new file format it may not open properly in a classroom or
lab computer. Saving the file in the previous Office file format (.doc for Word, .xls for Excel, & .ppt

for PowerPoint) will prevent this problem.

Under File, click Save As.
Click Format.
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In your Word, Excel, or PowerPoint file go to File (top left corner).

Click on Word 97-2004 Document (.doc), Excel 97-2004 Workbook (.xls), or

PowerPoint 97-2004 Presentation (.ppt) depending on the program you are using.

169

Save As: | tfgasfsasfaf.doc
Wherd Word Document (.docx)

@ nrd 97-2004 Document (.doc)
T T ——

Description | PR ken |
The document format that Word 97-2004 Template (.dot) Ind Word 97
through Word 2003 for Win Rich Text Format (.rtf}
Learn more about file form| Plain Text (.txt)

Web Page (.htm)
™ Append file extensio PDF

Options... ) [ Compz necialty For tnded
=
Word Macro-Enabled Document (.docm)
Word Macro-Enabled Template (.dotm) icel Save

Word XML Document (.xml)

Word 2003 XML Document (.xml)
Single File Web Page (.mht)

Word Document Stationery (.doc)
Speller Custom Dictionary (.dic)
Speller Exclude Dictionary (.dic)
Word 4.0-6.0/95 Compatible (.rtf)

Microsoft Word

Save As: | Presentation2 | B

Where: [ (il Documents [

PowerPoint Presentation (.pptx)
Description

The default, XML-based p
Windows. Cannot store VBA

Learn more about file form

( Options... Compi

T e ———
PowerPoint 97-2004 Presentation (.ppt)
PowerPomT Temptaretpo——
PowerPoint 97-2004 Template (.pot)
PowerPoint Package

Movie (.mov)

Web Page (.htm)

PDF

i

PowerPoint Show (.ppsx)

PowerPoint 97-2004 Show (.pps) ‘
PowerPoint Macro-Enabled Presentation (.pptm) e
PowerPoint Macro-Enabled Template (.potm)
PowerPoint Macro-Enabled Show (.ppsm)

Qutline / Rich Text Format (.rtf)

Microsoft Powerpoint

Save As: | Workboal1.xIsx

Where: | [ii] Dacuments

v’ Excel Workbook {.xIsx)

Description

The default, XML-ba:
Cannot store VBA or

Learn more about file form|

E‘Append file extensio

Options... Compi

My Excel 97-2004 Workbook (.xIs)

Windows.

Excel 97-2004 Template (.xIt)
Comma Separated Values (.csv)
Web Page (.htm)

Bl pded

Excel Binary Workbook (.xIsb)

Excel Macro-Enabled Workbook (.xIsm)
Excel Macro-Enabled Template {.x/tm)
Excel 2004 XML Spreadsheet (.xml)
Excel Add-In (.xlam)

Excel 87-2004 Add-In (.xla)

Single File Web Page (.mht)

Microsoft Excel

@( Save

5. Give the file an appropriate file name, select the location you want to save the file to, and

click Save.

6. The file that you saved should open properly in previous versions of Office installed on
academic computers.

For questions or comments regarding this document, please email helpdesk@hamilton.edu.
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