How to Save Office Document in 2003 format

For a document that has not been previously saved:

1. Inyour office document, click the Office Button in the upper left corner of the Office application
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2. Mouse over ‘Save As’
3. Click ‘Word 97-2003 Document’
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Save a copy of the document

ll!? [ Word Document
[==| Save the document in the default file
format,

Waord Template

Save the document as a template that can
be used to format future documents,

@ B Word 87-2003 Document

= | Save a copy of the document that is fully
compatible with Ward 97-2003,

Find add-ins for other file formats

] Learn about add-ins to save to other
formats such as POF or XP5,
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4. Type a name in ‘File Name’ box

File name: |Doc1, docx

Save as BYPe: | yord Document (= docx)

Word Document (. docx
Word Macro-Enabled Document (%, docm)
Word 97-2003 Document {*.doc)

—_—['\Word Template (*.dotx)

Word Macro-Enabled Template (.dotm)
Word 97-2003 Template {*.dot)
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5. Click ‘Save’



For a document that has been previously saved:

1. In your office document, click the Office Button in the upper left corner of the Office

application

Click ‘Save’

Click the ‘Save As Type’ down arrow

Choose ‘Word 97-2003 Document’ in the drop down list
Type a name in ‘File Name’ box
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File pame: [tast |

Save a5 LYPe! | \word §7-2003 Document {*.doc)

6. Click ‘Save’



