SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS
COMPATIBILITY SETTINGS FOR OFFICE 2010

Purpose

To set documents and other files to formats so that they are compatible with older Office
programs.
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General .

H Customize how documents are saved.
Display
Praafing Save documents
Save Save files in this format: ocument (*.dog)
Language ¥ save AutoRecover information every IIO 5‘ minutes

4 Keep the last autosaved version if I close without saving

Advanced

AutoRecover file location: IC:'\.Documents and Settings\nrava\Application Data\Microsoft\Ward\ Browse... |
Customize Ribbon

Default file location: I'\}.SASDETHS'\.User Data\nrava', Erowse... |

Quick Access Toolbar

Offline editing options for document management server files
Add-Ins

Save checked-out files to:li
' The server drafts location on this computer

(% The Office Document Cache
Server drafts location: I'\,’\,SASDETHS'\,User Data‘nrava\sharePoint Drafts), Browse.., |

Trust Center

Preserve fidelity when sharing this document: I@j 2010 - Access Enable Database Securit.., j

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

T Do not embed comman system fonts

Ok I Cancel

For the Save files in this format — choose Word 97-2003 Document (*.doc)

Click on OK

Now when you save — the default is Word 97-2003 format — see the following example
(compatibility mode means that it is set to Word 97-2003):

(AR R L N Documentl|[Compatibility Model|- Micrasoft Word
Home Insert Page Layout References Mailings Review View Add-Ins Acrobat
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How to Make PowerPoint 2010 Compatible with PowerPoint
2003

Let’s say that you created a document in MS PowerPoint 2010 — see the following sample:
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Test presentation

How to save in PowerPoint 2003-
2007 format

You can set up MS PowerPoint 2010 to automatically save in MS PowerPoint 2003 format (so
that you can open your document with earlier versions of PowerPoint.

. Fil
Click on RSN
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Options
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Click on the Save option
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PowerPoint Options

21

General .
H Customize how documents are saved.
Proofing
Language Save files in this format: PowerPoint Presentation 9
Advanced ¥ save AutoRecover information every I].U 5‘ minutes

v Keep the last autosaved version if I close without saving

Customize Ribbon

AutoRecover file location: IC:'\.Documents and Settings\nrava\Application Data\Microsoft\PowerPoint',

Quick Access Toolbar Default file location: [\'SASDETHS User Data\nrava

Add-Ins
Offline editing options for document management server files

Trust Center
Save checked-out files ta:

™ The server drafts location on this computer
(¢ The Office Document Cache

Server drafts location:  |\\SASDETHS\User Data\nrava\SharePoint Drafts',

File merge options for shared document management server files

- Show detailed merge changes when a merge occurs

Preserve fidelity when sharing this presentation: Ilﬂ] Presentationl = I

[T Embed fonts in the file G
& Embed only the characters used in the presentation (best for reducing file size)

€ Embed all ctharacters [best for editing by other people]

[ o |

EBrowse... |

Cancel

7l

For the Save files in this format — choose PowerPoint Presentation 97-2003

Click on OK

Now when you save — the default is PowerPoint 97-2003 format
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How to Make Excel 2010 Compatible with Excel 2003

Let’s say that you created a spreadsheet in MS Excel 2010 — see the following sample:
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You can set up MS Excel 2010 to automatically save in MS Excel 2003 format (so that you can
open your document with earlier versions of Excel).

File

Click on -
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Click on Options

@|L_ﬂ_ﬂ,;u..|;
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Click on Save option
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Excel Options

2=

General .

H Customize how warkbooks are saved.
Formulas
Proofing Save workbooks
Save Save files in this format: X 7-2003 Workbook
Language ¥ save AutoRecover information every [10 2] minutes

¥ Keep the last autosaved version if I close without saving
Advanced
AutoRecover file location: IC:\.Documents and Settings\nrava\Application Data\Microsoft'Excel\,

Customize Ribbon Default file location: I'\'\.SASDETHS'\.UsEr Data\nrava
Quick Access Toolbar

AutoRecover exceptions for: I\E Bookl - l
Add-Ins

r Disable AutoRecover for this workbook only
Trust Center

Offline editing options for document management server files

Save checked-out files to: (i
 The server drafts location on this computer

% The DOffice Document Cache

Seryer drafts location:  |'\SASDETHS\User Data\nrava\SharePoint Drafts),

Preserve visual appearance of the workbook

Choose what colors will be seen in previous versions of Excel: (i Colors..

[ox 1|

Browse... |

Cancel

For the Save files in this format — choose Excel 97-2003 Workbook

Click on OK

Now when you save — the default is Excel 97-2003 format
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