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How to open an Office 2007 file
In Office 2003 (or an older version of Office)

The new Office 2007 suite of products offers lots of features that you will love once you
upgrade. However, while you continue to use Office 2003 (or an older version of Office), there
is the matter of sharing Word documents, PowerPoint presentations and Excel Spreadsheets
with users of the new products. The new suite of Office products uses a completely different
file format that really is nothing like the formats used by its parent products. In fact, the “file”
that you work on in any of these products is actually a collection of files that are used by the
program to create what is on your screen or what goes to your printer. At this early stage
what this will mean is that you are going to run into programs that will not know what to do with
these files or, worse yet, that will try to do the wrong things with them.

You will be able to recognize Office 2007 files. Their names end in .docx, .xIsx or .pptx (for
Word, Excel or PowerPoint, respectively).

Fortunately, Microsoft has released a Compatibility Pack that will allow users of the older
versions of Word, Excel and PowerPoint to continue sharing documents with those who have
made the switch to Office 2007. There are a couple of idiosyncrasies in the way the
Compatibility Pack works. The conversion of documents from one version to another will
never be perfect, but once you have installed it you will be able to collaborate with users of the
newer products.

If you are using Office 2003 (or an older version of Office), the following prompt will appear
when you attempt to open an Office 2007 file:

Microsoft Office Word

‘P/ This file was created by a newer version of Microsoft Word, Do vou want to download a compatibility pack so that you can work with
~ this file?

ook [Cancel
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The first step is to download the Compatibility Pack from Microsoft. You can do this by going
to the following web site:

http://www.microsoft.com/downloads/details.aspx?Familyld=941B3470-3AE9-4AEE-8F43-
C6BB74CD1466&displaylang=en

This should bring you to the following screen:

/2 Download details: Microsoft Office Compatibility Pack for Word), Excel, and PowerPoint 2007 File - Windows Internet Explorer
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Next you will see the following window:

File Download - Security Warning E|

Do you want to run or zave this hle?

_ Click here to start
Mame: FileFormat . .
S the installation
wpe:  Application,
From: download. microsy

Biun ][ Save ]| Cancel |

l--‘“ Ywhile fles from the Intemet can be uzetul, thiz file tppe can
y F) patentially harm your computer. 1F oo do not trust the source, da nat
= run or zave this software. What's the ngk?

Then simply follow the instructions to load the program.
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Internet Explorer, - Security Warning

Do you want to run this software?

installation

ﬁ Mame: FileFormatConverkers exe
Fublisher: Microsoft Corporation

Mc-re opkions Run ] [ pontRun

wihile Files From the Internet can be useful, this file type can potertially harm

your computer. Only run software From publishers waou trust, What's the risk?

Click here to continue the

Put a “check mark” in the “Click here to accept the Microsoft License Terms” box and click on

the Continue button.

Compatibility Pack for the 2007 Office system §|

You must accept the Microsoft Software License Terms in order to continue the installation.

MICROSOFT SOFTWARE LICENSE TERMS el
MICROSOFT OFFICE COMPATIRBILITY PACK FOR WORD, EXCEL, AND POWERPQINT 2007 FILE FORMATS

These license terms are an agreement between Microsoft Corporation (or based on where you live, one of its affiliates)
and you. Flease read them. They apply to the software named above, which includes the media on which you received it,
if any. The terms also apply to any Microsoft

+ updates,

+ supplements,

+ Internet-based services, and

* SUpport services

for this software, unless other terms accompany those items, If so, those terms apply,

BY USING THE SOFTWARE, YOU ACCEPT THESE TERMS. 1F ¥iOU DO NOT ACCEPT THEM, DO NOT LSE THE SOFTWARE.
If you comply with these license terms, you have the rights below,

1. INSTALLATION AND USE RIGHTS. You may install and use any number of copies of the software on your devices,

2, SCOPE OF LICEMSE, The software is licensed, not sold, This agreement only gives you some rights to use the software,
Microsoft reserves all other rights. Unless applicable law gives you more rights despite this limitation, you may use the
software only as expressly permitted in this agreement, In doing so, you must comply with any technical limitations in the
software that only allow you to use it in certain ways.  You may not

» waork around any technical limitations in the software;
v

[“ILlick here to accept the Microsoft Software License Terms.

If you get the following message, it means that you do not have administrator
rights to your computer. You will need to contact the Help Desk or IT Support
Person for your school or department to complete the installation of the

Compatibility Pack.

Compatibility Pack for the 2007 Office system E|

The installation of this package failed.

Otherwise, the Compatibility Pack will continue to install.

At the end of the installation process, you will need to restart Office.
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When opening an Office 2007 file in Office 2003 (or an older version of Office), you will get the
following warning message:

Microsoft Office Word

Because this file was created in a newer version of Word, it has been converted ko a Format that you can work with, Howewver, the following items
have been affected:

+ Features that do not exist in this version of Word have been removed.

» Layout and the ability to edit certain Features have changed,

{..:.

Click OK and your file will open.

QUESTIONS?

For questions on opening an Office 2007 with Office 2003 (or an older version of Office), call
the Assistance and Service Center (ASC) Help Desk at 410-706-HELP (4357) (weekdays, 8:00
a.m. - 5:00 p.m.) or send an e-mail to: help@umaryland.edu
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