To have Word automatically save files as *.doc instead of *.docx

1. Click on the Office Button in the upper left part of the Word window
2. Click on the Word Options button at the bottom of the window
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Recent Documents

Physics Poster.doc

Carols.doc

Vodka Remedies.doc

Very Interesting Helpful Hints.doc
Mod 9.doc

Professional Disposition.doc
INTRO cover sheet.doc

MPR.doc
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My Teaching Philosophy.doc
Professional Resource 2.doc

The Pill.doc

Morning meetings.doc

What Can We Learn from a Box of Crayons
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Exit Word

3. Click on Save in the menu list on the left

4. Click the Save files in this format drop-down menu
5. Select Word 97-2003 Document ( *.doc)
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H Customize how documents are saved.

‘Waord Document [*.doox)

[¥]

‘Word Document (*.docx)

‘Waord Macro-Enabled Document (*.docm}
‘Word 97-2003 Document [*.dod)

‘Word Template [*.doty)

‘Waord Macro-Enabled Template [*.dotm]
‘Waord 97-2003 Template (*.dot}

Single File Web Page [*.mht, *.mhtml}
‘Web Page [*.htm, *.html}

‘Web Page, Filtered [*.htm, *.html}

Rich Text Format (*.rtf}

Plain Text [*.txt)

‘Waord XML Document (*xml}

‘Waord 2003 XML Document [*xml}
‘Works 6.0 - 9.0 [*wps)

Warks 6.0 -9.0 (*wps)
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6. Click OK

Note: When opening files with *.doc extensions Word 2007 will state it is running in Compatibility

Mode in the top title bar.




