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CHANGING THE DEFAULT SAVE FORMAT

DOCUMENT EDITORS

Word 2010

1) Click the File tab.
2) Click the Options link.
3) In the Word Options dialog box, choose the format you wish to save in automatically. (The

Word 97-2003 Document (*.doc)” option works with most word processing applications.)
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Word 2007 (PC Instructions)

1) Click the Office button found in the upper left hand corner of the Word screen.

2) Then follow the instructions for Office 2010.

Word 2011 and 2008 (MAC Instructions)

1) Select “Word” from the toolbar, then “Preferences” from the resulting drop under menu.

2) Under the “Output and Sharing” category, select the option labeled “Save.”
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3) Lastly, click the button from the option labeled “Save Word files as:” and from the resulting drop-
under menu select the “Word 97-

2004 Document (.doc)” option. Click OK to close the preference editor dialogue box.
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1) Select the option labeled “Tools” from the toolbar, then “Options.”

2) From the left hand frame, select the option labeled “Load/Save”

3)Click the button labeled “Always save as.” From the resulting drop-
under menu, select the option labeled “Microsoft Word 97/2000/XP” then click “Ok.”

-
Options - Load/5Save - General

OpenOffice.org
Load
= Load/5ave @] Load i . ith the d
B [¥| Load user-specific settings with the document
VBA Properties Load printer settings with the document
Micrasoft Office Tz
HTML Compatibility [ Edit document properties before saving
Language Settings
OpenOffice.org Writer [] Always create backup copy
OpenOffice.org Writer/Web Save AutoRecovery information every 15 = Minutes
OpenOffice.org Base : .
Charts Save URLs relative to file system
Internet Save URLs relative to internet
Default file format and ODF settings
ODF format version 1.2 Extended (recommended) E|
Size optimization for ODF format
arn when not saving in or default format
W h ing in ODF or default f
Document type Always save as
|Text document [/ i cro<oft Word 97/2000/XP
Microsoft Weord 97/2000/XP
ODF Text Document
ODF Text Decument Template
OpenOffice.org 1.0 Text Document
[ oK ] [ Canc OpenOffice.org 1.0 Text Document Template
L Pocket Word

-




Dapt. of Fductional Tachnolngy

OpenOffice (MAC Instructions)
1) Select the option labeled “OpenOffice.org” from the toolbar, then “Options.”
2) From the left hand frame, select the option labeled “Load/Save”

3) Click the button labeled “Always save as.” From the resulting drop-
under menu, select the option labeled “Microsoft Word 97/2000/XP” then click “Ok.”
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Google Docs

1) Select “File” from the toolbar
2) Next, select the option labeled “Download as” then “Word”
3)

From the resulting “File Download” window select the option labeled “Save.” Select the location o
n your PC or MAC where you want the file to be stored and click “Save.”
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