Attention users of Microsoft Office 2007
As many of you know, Microsoft adopted a completely new file format with the release of Office 2007 (the software suite that includes Word and PowerPoint). What that means to you is that when you save in the “native” format (the default format), your file cannot be read by previous versions of Office—at least not without some special help. That means you are on the cutting edge and will need to deal with the fact that some people are behind the curve.
There is one thing you should do in light of this. You need to save your files in a backward compatible format. Here are some basic instructions for doing that.

1. When saving the final to be uploaded to the class site, choose “Save as…”

2. A dialog box like the one below will open.
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3. Name the file by entering a name in the “File name” textbox

4. Click on the drop-down arrow beside “Save as type” and choose “Word 97-2003 Document.”
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5. Click “Save”

6. Upload this file to the class site. This will allow your instructor and –when applicable—your fellow students to open your files.

Microsoft has published conversion software to enable those with earlier versions of Office to open Office 2007 documents. I have encouraged instructors to download and install the conversion software, but it is happening slowly. The Mac version of the conversion software is still in beta, so Mac users are less likely to want to put potentially unstable software on their systems.

Right now the simplest fix for everyone is for Office 2007 users to save Word and PowerPoint assignments in the backward compatible format. Please do this and be patient as other users adopt the new Office software.
