Setting Default Preferences in Microsoft Office 2008

The file extensions have changed since Office 2004 and the new Office 2008 files may not open in an
older version.

Office 2008 File Extensions Office 2004 File Extensions

Word .docx .doc
Excel Xlsx Xlsx
PowerPoint .pptx .ppt

You can modify the default file extension to be used in Microsoft Office if you want to save your file in
the older version. This may be initially recommended while the building transitions to newer machines.

To modify the preferences:
1. Open Microsoft Word and click on Word in the menu and choose Preferences.

_ & W File Edit View Insert Format Font Tools Table Window Work Help #
©/'7 1 About Word - Document2 &)
li istrati - =
Online Registration = / o v Y B m q £} = 125% =] (@)
Preferences... § nt_Undo Format Tables Columns Show Navigation Gallery Toolbox  Zoom  Help
Services wame -Ji2 | B 1 U BESE
. % AN “lements | QuickTables | Charts |  SmartArt Graphics | —Wordat [

/ : ——
Hice Others 3 N L E— i ———

Show All
Quit Word #Q

Kl

5

]
lil
&
ol
L]

Pages:  1of 1 Words: 00 0 L9 o TR

2. In the Preferences window click on the Save Option
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3. Change the ‘Save files in this format’ to Word 97-2004 (*.doc)

Save

Save options

] Always create backup copy

E Save preview picture with new documents

] Prompt for document properties

7] Prompt to save Normal template

] Save data only for forms (for current document only)

E Save AutoRecover info every: 10 @ minutes

Save Word files as; ¥ Word Document (.docx)

Word 97-2004 Document (.doc)
Word Template (.dotx)

Word 97-2004 Template (.dot)
Save Word files as Rich Text Format (.rtf)

Select the file forma Plain Text (.txt) a document.
Web Page (.htm)

PDF

Word Macro-Enabled Document (.docm)
Word Macro-Enabled Template (.dotm)
Word XML Document (.xml)

Word 2003 XML Document (.xml) Cancel ) ( OK )

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)
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5. Click ‘OK’ and close Microsoft Word.
6. Reopen Microsoft Word and your default settings for Word will have changed.

YOU WILL NEED TO REPEAT THIS PROCESS IN POWERPOINT TO CHANGE THOSE SETTINGS

To change settings in Excel Use the Compatibility Option in the Preferences.
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