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versions (97, XP, 2003...).

Step 1

to open the Options Window.

Click on the File tab in the document window
located in the upper left hand side of the screen.
Click on Options from the listed options available

Step 2

Word Options

General
Display

Proofing

Save

a. Click on the Save option from the
listed options available in the Word
Options window.

b. Click on the OK button to open the
Save options.
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‘3 General options for working with Word.

User Interface options

Show Mini Toolbar on selection
Enable Live Preview
Always use ClearType

Color scheme: | Silver| v

ScreenTip style: | Show feature descriptions in ScreenTips
Personalize your copy of Microsoft Office

User name: |user

Initials: u

Start up options

[] Open e-mail attachments in Full Screen Reading view

When saving a document in a Microsoft office 2010 application such as MS Word or MS PowerPoint, earlier operating
system versions of Windows may not allow you to open your document for editing unless the Save Option is changed.
Follow these instructions in order to make your document viewable and editable in previous windows operating system
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Step 3

a. Click on the drop down arrow in the Save
files in this format: field.

b. Select Word 97-2003 Document(*.doc).

c. Click on OK.

operating systems.

Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

H Customize how documents are saved.

Save documents

Save files in this format: Word Document (*.docx)

Save AutoRecover inforr Word Document (*.doo

Word Macro-Enabled Template (*.dotm)

Keep the last autosa} Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doq) b
AutoRecover file location: Word Template (*.dotx)

Default file location:
Word 97-2003 Template (*.dot)

Single File Web Page (*.mht, *.mhtml)
Web Page (*.htm, *.html)
Save checked-out files to: ('] Web Page, Filtered (*.htm, *.html)
O The server drafts locz Rich Text Format (*.rtf)
® The Office Documen Plain Text (*.bd)
Word XML Document (*.xml)
Word 2003 XML Document (*.xml)

- _ | OpenDocument Text (*.odt)
Preserve fidelity when sharin Works 6 -9 Document (*.wps)

Offline editing options for d¢

Seryer drafts location: | C\[

D Embed fonts in the file

um
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Once these changes have been made, every time a document is saved, it will save in the Word 97-2003
document format. This will allow you to view and edit your document in both 2010 and earlier window



