Create a document to be used by previous versions of
Word

1. Open a new document.
@
2. Click the Microsoft Office Button ““** | and then click Save As.
3. Select Word 97-2003 Document in the Save as type list.
4, In the File name box, type a name for the document.
5. Click Save.
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Save the document as a template that can
" be used to format future documents.
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Save a copy of the document that is fully
compatible with Word 97-2003,
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*PS file.
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Open the Save As dialog box to select from
all possible file types,
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