Setting Default Preferences in Microsoft
Office 2007

The file extensions have changed since Office 2003 and the new Office 2007 files may not open in an
older version.

Office 2007 File Extensions Office 2003 File Extensions

Word .docx .doc
Excel Xlsx Xls
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 the Office button (located in the top left corner)
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2. Click on Word Options
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3. In the Word Options dialogue box click on the Save Option

Word Options. — [

Fopular H Customize how documents are saved.
Display
Proofing Save documents
- save. —| Sav-~ esinthis format: | Word Document (*.docg ]zl
Advanced { AutoRecover information every minutes
Customize °r file location: |C: Browse...
Addns C:\Users\Misstopher\Documents\ Browse...

Trust Center
Resources

@ The server drafts location on this computer
The web server

Seryer drafts location: | C:\Users\Misstopher\Documents\SharePoint Drafts\ Browse...

Preserve fidelity sharing thi ) D t2 :

["] Embed fonts in the file
Embed only the characters used in the document (best for reducing file size)

Do not embed common system fonts

4. Change the ‘Save files in this format’ to Word 97-2203 (*.doc)
Word Options - (.2 [

Popular ,
P H Customize how documents are saved.
Display
Proofing Save documents
" Save —| Save files in this format: | Word Document (*.doog M

Advanced Save AutoRecover inforr Word Document (*.doog
Word Macro-Enabled Document (*.docm)

Customize AutoRecover file location: - rpmrrepmrr=ys = oftword\ Browse...

Add-Ins Default file location: Word Template (*.dotq [ Browse... ]
Word Macro-Enabled Template (*.dotm)

Trust Center Offiine editing options for g \Word 97-2003 Template (*.dot)
Single File Web Page (*.mht, *.mhtmi)

Resources

Save checked-out files t0: (1| web Page (*htm, *htmi)
© The server drafts 1oc3 web Page, Filtered (*.htm, *htmi)
© The web server Rich Text Format (*.rtf)

Seryer drafts location: | C\{ Plain Text ()

h : Word XML Document (*xmi) " Carme.. |

Word 2003 XML Document (*.xmi)

Works 6.0 -9.0 (*.wps) :El

Works 6.0 -9.0 (*.wps)

Preserve fidelity when shari

[] Embed fonts in the file
Embed only the characters used in the document (best for reducing file size)

Do not embed common system fonts

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 EXCEL AND POWERPOINT TO CHANGE THOSE SETTINGS




