Office 2007 - Converting an earlier

version to 2007 (to use new functions)

1. Open the document
2. Click on the Office Button
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3. Click on Convert
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4. A conformation box will appear

a. Check (+) the box to not be asked again

b. Click OK
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a This action will convert the document to the newest file format. The layout of the document may change.

Converting allows you to use all the new features of Word and reduces the size of your file, This
‘dnmment will be replaced by the converted version,
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