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Getting up to speed with Office 2008 is designed to help users understand the differences in Office 2008
compared with previous versions. Unlike Office 2007, Mac Office 2008 uses the traditional Office look
and feel with added elements to enhance your experience.
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Preferences look has changed to look like System Preferences. The only exception is in PowerPoint.
PowerPoint retains the old look.
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You can change file save settings in Word, Excel and PowerPoint by selecting the menu option between
the apple and File. ' File In this example we are using MS Word.

Word Preferences

Click Word and select Preferences, if using
Excel or PowerPoint you would select the
respective menu options.

Next select the Save button to take you to
the save options.

Denison University Instructional Technology Training Program 7 www.denison.edu/its/training

Back/Forward | Show All

Authoring and Proofing Tools

— an -
General View Edit

Output and Sharing

H =

Print

-y

b

Personal Settings

5 a

User Security
Information

£l

Feedback

File Locations

Q

Search Word Preferences

Al 67
% T
=
Spelling and  AutoCorrect
Grammar

= g

Compatibility Track Changes Audio Notes

Gallery

- ~

( Cancel ) ( OK

Page 3



Getting up to speed with Office 2008

To change the save setting select Word 97-2004 Document (.doc) next to the Save Word files as:

Save
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Back/Forward : Show All Search Word Preferences

Save options

] Always create backup copy

E Save preview picture with new documents
) Prompt for document properties
| Prompt to save Normal template
| Save data only for forms (f

rent document only)
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Save Word files as: Word 97-2004 Document (.doc) be ]

Description of preference

Save
Customize how Word saves documents.
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All Office 2008 programs (Word, Excel, PowerPoint and Access) can open files from previous versions of
Office (i.e. 2004). Files open in the old format will be saved under that format (example ¢ Word 2004
documents will be saved as .doc file). Files opened in the new format will be saved under that format
(example ¢ Word 2008 will be save as a .docx file). Office allows you to save file to a previous version
(example ¢ a Word 2008 document .docx can be saved as a Word 2004 document .doc).

When saving to an old format a Compatibility Checker will run. The Compatibility Checker will alert you
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Suggestiorg, Save files using the old file system that is currently being used by Office 04.
Word - .doc
Excel - .xls

PowerPoint - .ppt
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