The Office Software Application Suite Solution for Individuals
and
“How to not aggravate your friends and family by screwing up their computer experience
with your Microsoft Office 2007 or later created documents you send them.”

If you have purchased and registered your new copy of Microsoft Office 2007 or later,
CONGRATULATIONS. You have a superior suite of applications that make your computer and online life
more enjoyable and productive. We use that suite and love it. Its complete integration of functions including
email and Internet browsing is great. But, you're probably driving some of your friends nuts sending
them file attachments they cannot open or read.

What Microsoft did not say in advance is their Office 2007 default file formats are entirely new file formats
which are NOT usable by the so-called “legacy” — or older — versions of Microsoft Office. For example, Office
2007 Word documents are created and saved by default in a new “.docx” file format. Previous versions of
Word — which many budget conscious individuals and businesses around the world continue to use -- create
files in “.doc” file format. Although Office 2007 will open all previous file versions including .doc... you see it
coming... the previous versions of Office can NOT open Office 2007 and later files, such as .docx.

First, how do you know the file versions you are creating or have been sent and have saved on your
PC computer? For reasons that make sense only to Microsoft, Windows is set to hide the file extension when
you look inside your folders; for example, the “.doc” at the end of the file name does not show. All that does is
make computer life more difficult for all of us. In order to know what files you have on your computer, the
following steps show how to make the file types visible — and to solve your Office files incompatibility problems.

1 - Open your My Documents folder. (There will be some variance, depending on your Windows version.)

2 — On the top menu bar, left-click on Tools; then left-click on Folder Options:

& C:\Documents and Settings\George Makrauer\My DocumentsiFile Extension Examples |Z||E|E|
© File Edt Wiew Favorites Help -f

) Map Nebwork Drive, ., ;l
3 e Back - [ J Lm-’ Disconnect Mebwork Drive, .. v W) Folder Sync
Synchronize. .,

GD

Size  Type Drak

i Address |[ﬁ C:\Documents and Sr k=\File Extension Examples ~

Folder Cptions. ..

File and Folder Tasks

J Make a new Folder

@ Publish this folder ko the
Web

& share this Foldsr

Other Places

E} MMy Documents
|3 Shared Dacuments

d Iy Computer
& 1y Metwork Places

Details

CONTINUED ON NEXT PAGE=>
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3 — After the Folder Options window opens, click
on the View tab:

Folder Options

Generall Yigw | File Types || Offline Files

Folder views
“ou can apply the view [such as Details or Tiles] that
wou are using for thiz folder to all folders,

I Apply to All Folders ] l Reset all Folders

Advanced settings:

|5 Files and Falders -
Automnatically search far network, falders and printers i
Dizplay file zsize information in folder tips
Dizplay zimple folder view in Explorer’s Falders list
Dizplay the contents of syster folders
Dizplay the full path in the address bar -
Dizplay the full path in the title bar
[ Do ot cache thumbnails
|53 Hidden files and falders
) Do not show hidden files and folders
(%) Show hidden files and folders

Restare Defaults

[ 0k, H Cancel H Apply ]

5 — This next step is EASY = UNCHECK THAT

BOX:

Folder Options

Eenerall Wiew | File Typesz | Offline Files

Folder views
You can apply the view (such az Detailz or Tilez) that
wou are uging for thiz folder to all folders.

l Apply to &)l Folders ] l Beszet All Folders

Advanced settings:

| Hidden files and folders ~
) Do not show hidden files and folders
@ Shiow hlddeh filez and folders

2 for known file thpes

[w] Hlde protected operating system files [Recommended)
[ Launch folder windows in a separate process
[ Managing pairs of 'Web pages and folders

(%) Show and manage the pair as a single file

) Show both parts and manage them individually

) Show both parts but manage a2 & single fils
Remember each folder's view settings

[] Restore previous folder windows at logon »
Restore Defaults
[ 0K l l Cancel ] [ Apply

]

4 — In the Advanced settings list, scroll down to
the Hide extensions for known files, WHICH
IS CHECKED:

Folder Options

Generall e | File Types | Offline Files

Falder wiews
“rou can apply the view [zuch az Detailz or Tileg] that

wau are usging for this folder ko all folders.
[ Apply to Al Folders ] [ Beszet all Folders

Advanced settings:

|- Hidden files and faolders ”
) Do not show hidden fles and Folders |
(#) Show hidden files and folders

qzionz far known file tpes

Hide protected aperating system files [Fecammended)

] Launch folder windows in a separate process

=) Managing pairs of Wweb pages and folders
(#) Show and manage the pair az a single file
) Show both parts and manage them individually 1
() Show both parts but manage az a single file

Remember each folder's wiew sethings

6 — Then hit the Apply to All Folders bytton:
Folder, Options

Generall Wigw | File Tppesz | Offling Files

Falder wigwz

You can apply the we zuch az Detals or Tiles] that
grolder to all folders.

Beset All Folders

Advanced sethings:

|-5) Hidden files and folders #
() Do not show hidden files and folders
{(® Show hidden files and fulders

[#] Hide protected operating s_l,lstem filez [Recommended)
[ Launch folder windows in a separate process
[C5) Managing pairs of Web pages and folders
{(#) Show and manage the pair az a single file
() Show both parts and manage them individually
() Showe both parts but manage as a single file
Remember each folder's view settings

[] Restare previous folder windows at logon b7 [] Restore previous folder windows at logon ht
Restore Defailts Festare Defaults

[ Ok ] [ Cancel ] [ Apply ]
I Q. l l Cancel l l Apply

l

See Column to Right

6 — Then hit the OK button:

Page 2 of 11




DONE. Now, you will be able to see file extensions and know what kind of files you have on your hard drive
and which you receive from other people and then save on your computer.

(For further information, if you receive a file format that does not seem familiar, go to this site:

http://FileExt.com/)

Next, here’s how to solve the Office incompatibility problem your friends and family have created for you (or
you for them) by sending the new, fancy Office 2007 default file formats which drive people nuts trying to open.

First, if you are running Office 95 or 97, don't tell anyone.

instructions and follow them.

Just go to Page 5 below to the Open Office

If you are running Office 2000, 2003 or XP, you should give the sender of Office 2007 Files the following

information.
PowerPoint and other MS Office applications:

This example is based on Word, but applies with different file extensions for Excel,

TO SET THE DEFAULT FILE FORMAT OF ALL YOUR WORD DOCUMENTS
TO .DOC (NOT 2007'S .DOCX)

1 — Click on the "Office Button", the largest round button in the upper left of your window:

o =l = [ ~ -
oo\ 2 IR = A0 SmAE - OFfc.M- = x
it | i =
Home | Insert Page Layout References Mailings Review View  AddIns @)
=] 4 ||anal “lu - lE-EsitE e A e
B 23 (| B U~ abe e x| BB
Paste [ P - Styles ||Editing
- F || A Aa||A AT - -
Clipboard "= Font ] F
IZ'§|1|2|3||1T?E|_=
u
e
¢ -
+
e’
] ¥
| m I
Page:30f11 | Words: 1,157 | 8 |_J|§|.|§f3-|$=;.§-§ af =)= . .
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2 — That opens this long drop-down:
@ H9-cdes:

Recent Docume

SaveAs b

MNew
1 OFFICE-FILE-
2 2010-sweetb
Open
3 2010-sweeth
4 2010-car-shc
Canyert
5 2010-car-shc
6 2010-car-shc
Save
7 villages_bsn:
— 3 flyer-gen-yo¢
2

2010-car-shc
2010-car-shc
Print 4 2010-car-shc
2010-car-she

Prepare 2010-car-she
2010-car-shc
Send 3 2010-car-shc

map-1330lal

tuBshvat-200

e KT AT E LD

7 Publish
ks
Docz.doc

- .
Close 2010-hawaii-
2010-prinser

google-gma
| nel-2010-jan
gmail-compl
t_g_villages_
2010-prinser
uniden-bcdz
seashell-site
plastic-bag
general_che
bronstein_u;
godaddy-set
readynas-y0¢
FINAL-1327-¢
customs-cou
san-diego-p

- <
3 — At the very bottom of the drop-dovn in the blue border is a wide button Word Options; click on Word

Options, which opens this window; click on the SAVE buttam, which opens this view:
Word Options

Popular
Display
Proofing :
" Save Save files in this format: |Word 97-2003 Document (*.dog) v
Advanced Save AutoRecover information every |10 3 minutes
Customize AutoRecover file location: |C:\.Documents and Settings\George Makragery [ Browse... ]
Add-ns Default file location: |C:'\.Documents and Settings\George Makralier\l [ Browse... ]
Trust Center Offline editing options for document management server files
Resources Save checked-out files to: i

@ The server drafts location on this computer
O The web server

Server drafts location: |C\Documents and Settings\George Makrafzr\My E‘ [ Browse... ]

Preserve fidelity when sharing this document: |@__] OFFICE-FILEMANAGEMENT.doc |

[[] Embed fonts in the file

J

4 —Click on the "Save files in this format:" drop-down, which opens the list on the next page:
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Word Options

Popular c
P H Customize how documents are saved.
Display
Proofing Save documents
Save . Save files in this format: | Word 97-2003 Document [*.dac} v
Advanced save AutoRecover inforn Word Document (*.docy
Waord Macro-Enabled Document (*.docm)

Customize AutoRecover file location: Word 97-2003 Document (*.dog) Application Data\.M\crusuft\Wurd“ [ Browse... ]
Addns Default file location: Word Template (*.dotx) Ay Documents\, | [ Browse... |
‘Word Macro-Enabled Mate (*.dotm)

Trust Center Offline editing options for dg Word 97-2003 Template ll dot)
Single File Web Page (*. @ht, *.mhtml}
Resources

Save checked-out files t0:| web Page (htm, *htm
@ The server drafts 104 web Page, Filtered [~ htf. * htmi]

(O The web server Rich Text Format (*.rtf)
Server drafts location: E Plain Text (*.txd) Documents\SharePoint Drafts, ‘ [ Browse...
‘Word XML Document (*gml}
-~ | word 2003 XML Documfiht (= xmi) b
Preserve fidelity when sharin OpenDocument Text (* at) BEMENT.doc

InkWriter/Note Taker (*gbwi}

Pocket Word Documengl(*.pwd)]
Pocket Word Documerfl (*.psw)
‘Works 6.0 -9.0 [*.wps)
Works 7.0 (*.wps)

[[] Embed fonts in the file

[ox ] [ conce

5 — Select the “Word 97-2003 Document (*doc)” choice.

6 — Click the OK button.

7 — Shut down all Word documents and the Word application, which will save that new Word Options setting.

After that, every new document you create will be in the .doc format, and all your recipients will be able to read
your Word files, and you will make friends instead of irritating good contacts.
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IF YOU DO NOT WANT TO SET YOUR DEFAULT WORD FILE FORMAT TO .DOC,
HERE IS HOW TO SAVE FILES INDIVIDUALLY IN .DOC (NOT 2007’S .DOCX) FORMAT

1 - When saving a Word 2007 document, use the Save As command, which will open this window:

2

Save As

Savein:

| ﬂ:] Iy Dacuments

v @ @A X CiE-

Trusked

Marne =

Size

Type

Date Modified

Diate Pickure Taken Lt # |

(i Templates =
|:_3’ Fecent B
@ Deskkop
@y

= Documents
g
Cornpuker

H Tl Metwark,
Places

£ ' -

File name:

|Dl:n:1 Jdocx

Save as bype: '.,.'u,u'.:.r::l Document %, doce)

|

|
NOTE THAT THE DEFAULT FILE EXTENSION IS “.DOCX”, WHICH IS ONLY OPENABLE WITH
WORD 2007. Anyone running Word XP or earlier cannot open this file.

Save l[ Cancel ]

2 — Enter your Save As File Name. Bgneath the File Name field, click on the down menu on the Save As
Type, which opens this drop-down\ist:
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Save in: | |53 Microsaft Office \ b | @ - X CuEd-
] Trusted Mame -~ SizeN Twpe Date Modified Date Pickure Taken Dimer
Tenplates
|:_3’ Recent
@ Deskkop
ay
Documents
. f
Computer
.-'CJ My MNetwark,
Places
B | 2
File name: | OFFICE-FILE-MANAGEMENT doc \ ¥
save as bypet | ward 97-2003 Document (*,dach v
wiord Docurment '|"=‘=,|:||:u:;:::;::| File name or Web address [http:x'ﬂl
wiord Macro-Enabled Document (*,docm) =
word 572003 Document (* doc) -
Word Template (*.dokx) e——




3 — Select the Word 97-2003 Document (*.doc), file type and then click SAV

Tools -

»

File name:

wiord Macro-Enabled Template (*.dokm)
word 97-2003 Template (*.dat)

Single File Wweb Page (*.mhk; * mhtml)
web Page {*.htm; *.html}

Web Page, Filkerad (*.hkm; * html)
Rich Text Format (%, rtf)

Plain Texk {* bxt)

Word XML Document (*,xml)

Plain Tesxk {* kxt)

W'ord XML Document C*xml)
Word 2003 ¥ML Document (%, xml)
Works 6,0 - 9,0 (*,wps)

CFFICE-FILE-MAMAGEMENT. do

save asbYPe word 97-2003 Document (*,dac)

Save

] [ Cancel

4 — Now, this new .doc file can be sent to you and you can open it.

NOW, ON TO THE REALLY NEAT, FREE STUFF !'I'!
SEE THE NEXT PAGE
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OPEN OFFICE applications open and save Microsoft Office Documents

Here’s a legitimate, free, fully-functional suite of office applications that will give you virtually the same
operational power as someone running Microsoft Office 2003. (“Virtually” means it won't do absolutely
everything a corporate environment will with heavy tech support. But, for most small business and all personal
office application needs, Open Office is the answer.

Open Office is an “Open Source” application, developed by thousands of unpaid developers around
the world (with some not insignificant support from Sun Microsystems, which is a company that hates and
battles with Microsoft on a regular, no-holds-barred basis). These developers provide free code, collaborative
application development, free downloads, free updates, compatibility with Microsoft Office and Word Perfect

Suite.

Here's the Open Office suite compared to Microsoft Office:

Microsoft Office Word \ Excel PowerPoint Paint Access
[T s : : :
e T we—————— e - =
Open Office = : .
 — e s
Programs o
Writer Calc Impress Draw Base
Here's your starting point to get and use Open Office:
http://www.openoffice.org/ You get to the following page.
1 - Click here:y
‘—;-:—- .
OpenOfficeorg
Home News Download Support Projects My Pages About
| want to learn gyore about OpenOffice.org Vote for us!
What is OpenOffice.org? A hy should 1 use it? p{nim;uomnm
-, | want to download OpenOffice.org susressenas i
G— V¥ Download OpenOffice.org 2.4.1 for free, or find out about other ways of getting it {not all platforms (OpenID VE_EUIVEd'J
and languages are up yet) Click here for other news
| need help with my OpenOffice.org
b Help is at hand whenever you need it
=P, | want to do more with my OpenOffice.arg
iy iy Extend CpenCffice.org with additional functionality, templates and clipart
a’o | want to participate in OpenOffice.org
'k“b! OpenOffice.org is made with help from people all over the world. Feel free to contribute
~ ( @.‘;{_{_ﬁ Powersdby
MH “*m* I By any use of this Website, you agree to be bound by these COU‘J\Br\U
CollabNet is a trademark of CollabMet, Inc., Sun, Sun Microsystems, the Sun logo, Java, Solaris, StarOffice are trademarks or registered
trademarks of Sun Microsystems, Inc. in the United States and other countries.
& 1nternet 7+‘ 0% -
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2 - Then, click her

OEeriCEDrg

Home News Download Support Projects My Pages About

| want to learn

What is OpenOffice.org? Andfrhy

re about OpenOiffice.org Vote for us!

hould T use it?

| want to downlogd OpenOiffice.org
for free, or find out about other ways of getting it (not all platforms (OpenID required)
Click here for other news

Download O
and langua

enOffice.org 2.4]

are up yet)

Download now!

Start owelos oy CpsaCifis ory 143 B miedci I iS Sl

Get more platforms and languages, order CD-ROM, or P2P downloads

| need help with my OpenOffice.org

Help is at hand whe

you need it

571, | want to do more with my OpenOffice.org

L8210 Extend OpenOffice.org with additional functionality, templates and clipart

| want to participate in OpenOffice.org

U Openoffice.org is made with help from people all over the world. Feel free to contribute!

| @Sun ContactUs Sitemap ~To-Dos SiteHelp Press Reor Poveredy ¢

L1 ADMET
€D Internet H100%
~
— -
Y .
OpenOfficeorg
Home ~ MNews Download  Support  Brojects  MyPages  Ahout
You are about to download OpenCffice.org...
Please contribute!
While starting the download, we would like to remind you of some opportunities for Openofﬂ(mny
contribution. OpenOffice.org is pravided to you at no charge, and you have every right to
redistribute the software. We depend on people willing to contribute their time and support to v
: : The easiest way
the project to ensure that OpenOffice.org remains free and available at no cost. 5
to contribute.
You can help
The basic options consist of Contributing Work, Joining Mailing Lists, Reporting Bugs &lssues donate
Spreading the Word about OpenOffice.org and finally Donating Funds.
(Nate: links will open in a new window.)
Please provide feedback!
Please help us to improve OpenOffice.org by providing feedback via the QpenOffice.org survey!
It takes about 10 minutes to fill out the survey. Your answer will help us to make OpenOffice.org a better product!
Any problems?
If you have problems with the download you may contact us. The Installation Instructions will help you with the first steps.
Professional and (free) volunteer support for OpenOffice.org options are listed on our Support page.
We appreciate your support for the project.
If the download doesn't work for you, please manually select 3 mirror close to vou. You'll find the OpenOffice.org downloads in a
subdirectory stable/version
(@ Sun = COLIABNET
MySQaL By anyise afthizWebs T agreto e botnd By theae -
CollabNetis a trademark of CollzbNe, In  Sun Microsystems, the Sun loge, Java, Solaris, StarOffice are trademarks orregistersd i@

3 - If the downlggd”does not start automatically (which would be due to settings on your computer)

look at this line and follow the instructions. A “mirror close to you” is just a download site close to you.
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4 - Follow the instructions for completing the download, the installation and the registration with Sun
Microsystems, which will keep you informed of updates and improvements to Open Office.

Then, use Open Office applications as you would any other program.
For Word Processing, use Writer. For Spreadsheet work, use Calc.
IMPORTANT NOTE ABOUT OPEN OFFICE
Open Office will open any Microsoft Office file OTHER THAN 2007 files. (That's why, if you're a 2007

user, you should save your 2007 files in the older legacy file formats.)

Also note, Open Office defaults to its own file formats when saving files, for example, .odt when saving
a Writer file.

Save ir: |l_'_] My Docurnents ﬂ |‘=‘j€ Eq-
J Marme Size | Type
) &dobe-Downloads-y07-1... File Folder
Recent [ antillia Properties File Folder
. Backups From 670 File Folder
rr|_ Backups From P-200 File Falder 7474
EaCelebrate Church Praise ... File Folder 12/5
Dezktop .
I Cyberlink a/z1
. [C)Fonts Fram 670 2418
-‘j I far-670 294
b Docents lﬁﬁ]r’-lﬁ?.lzl-':.flzl?-ll.]l:lﬁ 105
CGarmin Map Files 105
[Chiriver File Folder 9,19
.-i,l)_ﬂ [C310_Knows File Falder 8/,
by Computer | L3 Rosa Realty File Folder 314
[CaMicrosoft IE? File Falder 104w
- < >
J’ y 4
Py Metwork.  File name: || ﬂ Save |
Places
Save as bype: |EIDF Text Documnent [odt) ﬂ Cancel
[v Automatic file name extenzsion
[ Save with pazzword
-
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So, with Open Office files, you should use Save As and a different file forgnat. Save your Open Office
Writer files in the Microsoft Word 97/2000/XP (.doc) format, and anyone can olgn them in Open Office or MS.

& Untitled1 - OpenOffice.org Writer
File Edit Wiew Insert Format Table Tools  Window Help
BE-recia R Bad '
Save As

B dnd |Defau|t v
] Save jn: IQ iy Documents
__J Mame « Size Date I
L I Adobe-Downloads-y07-1. .. le Folder 10/8
Recent I 4ntillia Properties ile Folder 1041
[C)Backups From 670 ile Falder 3720
@ ICBackups Fram P-300 77
Dookien tj;‘;CeIebrate Church Praize ... File Falder 1o
I3 Cyberlink File Folder /21
-= |[C3Fonts Fram 670 File Falder 2418
: ‘_,_} [for-670 File Folder 2/9/
My bocumems lﬁfor-ﬁ?f.‘ﬂ-ytl?-IQDS F?Ie Faolder 10/5
IChGarmin Map Files File Folder 10/5
4 . [Shiriver File Folder 2/10
g’ C310_Knows File Falder 8/
My Computer | (LA Rosa Realty File Folder 314
2 CyMicrosoft IEF File Falder 10,4 +
@ —

; J —
ai kA M etk File name; | I LI l&l

Flaces

Save ag lype:

OODF Text Documer ;[ odt]

eft Template [.aott)
OpenQffice.org et Document [z
OpenQffice.org 197 ext Document Template [ ztw)
Microzoft Word 97 /2000/F [doc)

Microzoft \Word 95 [.doc)

Microzoft Word 6.0 [.doc]

Rich Text Format [.1tf]

Starwriter 5.0 [ sdw]

| Starwfriter 5.0 Template [ war]

Starwriter 4.0 [ adw]

B k-’ NN Starwiriter 4.0 Template [ vor]

’ Starw/riter 3.0 [.sdw)

Starwriter 3.0 Template [ var]

Tt [ bat]

Text Encoded [ txt]

HTML Document [0penOffice.org 'Writer] [ htrnl]

Microzoft \Word 2003 XML [ =ml]
I FTICrozof Ward 35 T.doc]

=
Save As ‘3”§|
Saveint | D My Documents b/ ‘ &“) Ij >< i E i
() Trusted Mame Size | Type [Crate Modified Date Picture Taken Dit # |
Templates = E
@ Recent B
@ Deskiop
a8
Dacuments
My
Computer
.‘a ¥y Metwork,
Places
|
£ i | 3
File name: ‘Dncl-.aﬂf - |
Save as bype: ‘Wurd 97-2003 Document (*.dac) V|
-l

THAT'S IT.
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