How to save a Microsoft Document in an earlier version

Microsoft 2007 documents save files in a version that cannot always be read in earlier versions of Microsoft. So
if they have Microsoft 2003 and you email them a version from 2007 they will not be able to read it.

So save your document as an earlier version.

Save As — change your Save as Type to a version that says 97-2003.

* This is the works the same in Word.
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Offering affordable and reliable technology support
for early childhood organizations.
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