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Step 1 Open up Microsoft Word; Open up the Word document that you have saved or begin a
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Step 2 Click on the Office button and go to Save As

Documentl - Microsoft Word

Review View Developer Add-Ins 'Q)

Office Button

N OENENEEEIEEE

53 Date & Time

~ = Save the file as a Word Document. Hyperlink Bookmark Cross-reference | Header Footer  Page Text Quick WordArt Drop ¥ X Equation Symbol
/ Open = ~  Number~ | Box~ Parts~ = g Object ~ - -
[';" Word Template : Links Header & Footer Symbols
| I Save = Save the document as a template that can R R N N N N RN N N ETEJ
be used to format future documents. l u u u u u u u u u . ' ' ' '

7-2003 Document
t that is fully

H Save As | ¥
Print 3

f,/ Prepare PDF or XPS

=] Publish a copy of the document as a PDF or
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Open the Save As dialog box to select from
Publish all possible file types.
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Click on Other Formats
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be used to format future documents.
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Save a copy of the document that is fully
compatible with Word 97-2003.
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Save the document in the Open Document
Format.
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Type in a name for your file; click on dropdown box next to “Save as type:” and select
Rich Text Format: Remember where vou saved the file
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