For Students using Microsoft Office 2007

The purpose of this document is to enable students using Office 2007 (Word, Excel, Access
or PowerPoint) to create files that can be shared with their instructors and fellow students.
These files will be in a format that can be read by Franklin lab and classroom machines.

Files that are created as Office 2007 files cannot be opened or read by earlier versions of
Office. Franklin requires that those documents be saved in the Office 2003 format. This
document will provide instructions on how to do that.

There are some new features in the Office 2007 programs that will be unavailable when the
documents are saved in the earlier versions. These are not the basic features but are new in
Office 2007. They will be grayed out once the files are saved in the lower version. This
document will also demonstrate how to set the defaults on the program so that
incompatible files will not be accidentally created.
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WORD

How to save a Word document created in Office 2007 as a document that can be read
using Word 2003.

When you are ready to save your document
1. Click on the Office icon, @ , in the upper left corner of Word 2007.

2. Choose Save As... out of the menu and then choose Word 97-2003 Document.

iéia -3 = Docun

Save a copy of the document

New
E’:-‘ Word Document
=| Save the document in the default file
7 Open format.

[F,‘J Word Template |
Save == Save the document as a template that can
- be used to format future documents.

j Word 97-2003 Document
Save :5 * @_: -

L U O

4
7

Save a copy of the document that is fully
compatible with Waord 97-2003,

@ Print . Find add-ins for other file formats

- Learn about add-ins to save to other
formats such as POF ar ¥PS.

?, Prepare » =—J| Other Formats
Open the Save As dialog box to select from

— all possible file types.

‘a Send 4

- " i

i Publish  »

== L

L1
Close

23 Word Options | |3 Exit word |

3. Name your document in the dialogue box . Word will automatically append the .

File: marne: Assignment 2-5,doc

] 5ave as LYPe! | yyard 97-2003 Document (*.doc)
doc extension.

4. Press the save button in the dialogue box.
5. Your document title bar will now indicate that you are in Office Word Doc
compatibility mode:

Assignment 2-5.doc [Compatibility Mode] - Microsoft Word
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WORD

How to set the default so that all documents will be saved in the Word 2003 format.

If you want to be sure that all of your documents are saved in the Word 2003 compatible
mode you can set the default to that option.

N

&

1. Click on the Office icon |

. i 23 Word Options
2. Select the Word Options tab at the bottom of the dialogue box:

3. In the new dialogue box choose Save from the menu.

4. In the drop down box under the Save files in this format choose: Word 97-2003
Document (*.doc)

Save documents

Save files in this format: Word Document [*.doc

Word Document (. doog
Ward Macro-Enabled Document (*.docmj

5. Press the OK button at the bottom.

6. Now, every document you create will be Word 2003 compatible. You can change
this back whenever you choose.
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EXCEL

How to save an Excel workbook created in Office 2007 as a workbook that can be read
using Excel 2003.

When you are ready to save your workbook

1. Click on the Office icon, @ , in the upper left corner of Excel 2007.

2. Choose Save As... out of the menu and then choose Excel 97-2003 Workbook.

@ = s Bookl - M
]

Save a copy of the document

Mew
EI Excel Workbook
~u H | Save the workbook in the default file
J QOpen format.
ﬁ;‘ Excel Macro-Enabled Workbook
| I Save W8 save the workbook in the XML-based and
- macra-enabled file farmat.

—] [1_' Excel Binary Workbook
— Save As | K = . . : . e
=2 sosa| Save the workbook in a binary file format

optimized for fast loading and saving.
@ Print v | [y Excel 97-2003 Workbook
Hl | Save a copy of the workbook that is fully
compatible with Excel 97-2003.
Y 4

3. Name your workbook in the dialogue box . Excel will automatically append the . xls

File narme: Assign 3-5.xs

. 3ave a5 WPl Fucel 07-2003 Workbook (*,5s)
extension.

4. Press the save button in the dialogue box.
5. Your workbook title bar will now indicate that you are in Office Excel compatibility

[l 1 = - 1
mode: Assign 3-5.xls - Microsoft Excel
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Excel

How to set the default so that all workbooks will be saved in the Excel 2003 format.

If you want to be sure that all of your workbooks are saved in the Excel 2003 compatible
mode you can set the default to that option.

N

&

1. Click on the Office icon | ¥

2. Select the Excel Options tab at the bottom of the dialogue box: | = Sl Options

3. In the new dialogue box choose Save from the menu.

4. In the drop down box under the Save files in this format choose: Excel 97-2003
Workbook(*.xls)

Save workbooks

Save files in this format: Excel Warkbook [*xlsx)

- Excel Workbook [*.xlsx)
Excel Macro-Enabled Warkbaook {*.xlsm]
Excel Binary Workbook [*.xlsh]

5. Press the OK button at the bottom.

6. Now, every workbook you create will be Excel 2003 compatible. You can change
this back whenever you choose.
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Access

All Access databases must be named and saved when they are created. At thattime
the Access database must be saved as an Access 2003 compatible file. This cannot be
done later.

How to create and save an Access database using Access 2007 that can be read using
Access 2003.

Mew Blank Database

Open Access and click on the New Blank Database icon | 2= Datsbase

In the left hand column click on the Browse for a location folder: ==

You will get a new dialogue box. In this box name your database and then choose
the Microsoft Office Access Databases (2002-2003 format)(*.mdb)

Azsign 3-5.accdb

Microsoft Office Access 2007 Dakabases (*, accdh) D

Microsoft OFfice Access Databases (2000 Format) ™, mdb)
Microsaft OFfice Access 2007 Databases {*.accdb)
|Microsaft Office Access Projects (%, adp)

Access will change the name extension to.mdb.
Click the Create button.

Your database title bar will now show that you are in Access 2003 compatibility

Assign 3-5 : Database (Access 2002 - 2003 file format) - Microsoft Access
mode.

Working in Access 2007 with databases that were created in Access 2003.

If you open an Access 2003 database using Access 2007 you will be able to make
changes in the database and it will automatically save as an Access 2003
compatible database.
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Access

How to set the default so that all databases created in Access 2007 will be saved in the
Access 2003 format.

If you want to be sure that all of your databases are saved in the Access 2003
compatible mode you can set the default to that option.

./-_-

A

.
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b

1. Click on the Office icon |

_ , Y Opti
2. Select the Access Options tab at the bottom of the dialogue box: 2] Access Options

3. Inthe new dialogue box choose Popular from the menu.
4. In the drop down box under the Default file format choose: Access 2002-2003
Creating databases

Default file farmat: Access 2007

Access 2000
Access 2007

5. Press the OK button at the bottom.

6. Now, every database you create will be Access 2003 compatible. You can change
this back whenever you choose.
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PowerPoint

How to save a PowerPoint presentation created in Office 2007 as a presentation that can be
read using PowerPoint 2003.

When you are ready to save your presentation

1. Click on the Office icon, @ , In the upper left corner of PowerPoint 2007.

2. Choose Save As out of the menu and then choose PowerPoint 97-2003 Presentation.

iéii [ = Presentati

Sawe a copy of the document
Mew

l'g PowerPoint Presentation
Save the presentation in the default file

-y
7 Open format.

g:I' PowerPoint Show
| I Save Save as a presentation that always opens in
- Slide Show view,
— @ PowerPoint 97-2003 Presentation
H save fis |k Save a copy of the presentation that is fully

compatible with PowerPoint 97 -2003.

3. Name your presentation in the dialogue box . PowerPoint will automatically append
F||E aame: Waveslppt

. 3ave a5 EYPE! | poierPaint 97-20073 Prasentation (*.ppt
the .ppt extension. t*.prt)

4. Press the save button in the dialogue box.
5. Your presentation title bar will now indicate that you are in Office PowerPoint
compatibility mode:
Vaves.ppt [Compatibility Mode] - Microsoft PowerPaoint
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PowerPoint

How to set the default so that all presentations will be saved in the PowerPoint 2003 format.

If you want to be sure that all of your presentations are saved in the PowerPoint 2003
compatible mode you can set the default to that option.

1. Click on the Office icon @

2. Select the PowerPoint Options tab at the bottom of the dialogue box:
2] PowerPoint Options

3. In the new dialogue box choose Save from the menu.

4. In the drop down box under the Save files in this format choose: PowerPoint 97-2003
Presentation

iéii [ = Presentati

Save a copy of the document
Mew

lG j PowerPoint Presentation

~ Save the presentation in the default file
7 Open format.
I} PowerPoint Show
| I Save Save as a presentation that always opens in
- Slide Show view,

—] @ PowerPoint 97-2003 Presentation
H save fs |k save a copy of the presentation that is fully

compatible with PowerPoint 97-2003.

5. Press the OK button at the bottom.

6. Now, every presentation you create will be PowerPoint 2003 compatible. You can
change this back whenever you choose.
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