
Saving in Word 2007
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Save the document in the default file
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Word Tempiate
| I Save the document as a template that can

be used to format future documents.




Click the large Word 2007 icon.


Then click Save As.
Next select Word 97-2003 Document.

In the Window that comes up, you can then save your document normally. (Going to your key disk or floppy disk)

This will allow you to open this document on any Word 1997 or Word 2003 Processor.

In the event of a major problem and you can’t open your Word 2007 document because you didn’t do these steps, Microsoft has provided a compatibility pack and help at: 

http://office.microsoft.com/en-us/products/HA101686761033.aspx

Tutorial created by Joshua Schroeder. For more tutorials go to:  http://computersareme.com/tutorials/

