Office 2007 and Office 2003 — Incompatible Issues in Document Exchanges

Office 2007 and Office 2003 - Incompatibilities in Document Exchange
(The Office Suite: Access, Word, Excel, PowerPoint, Publisher, Outlook )

Did you know that incompatibility issues exist between Office 2007 and previous versions of Office? While files created
in Office 2003 can be easily read in Office 2007, files created in the new Office 2007 file format cannot be opened by users
with Office version 2003 or older, nor can they be read by any Macintosh version of Office at all!

To alleviate the existing incompatibility issues, LITS recommends.

1. OFFICE 2007 USERS - “SAVE DOWN?” - Staff,
faculty and students who use Office 2007 should
remember to “save down” to the Office 2003 format :
when saving their documents. This will ensure that L Sl
others on campus who are still using Office 2003 will ~ ~ .
be able to open their files. In all Office 2007 P
applications, select the Office Button in the upper left
corner, select “save as”, select “97-2003" option. ;
(Note: You can set your Office applications to 2 pesomen X v
automatically save in this format. Select the
“Options’ button at the bottom of the same menu .

Select the “Save™ category, Under Save files in this
format, click on the dropdown arrow and select ““97- [ —
2003") BN R
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2. OFFICE 2003 USERS - INSTALL MICROSOFT’S COMPATIBILITY PACK. The Pack is for PC users only;
there is nothing currently available for the Macintosh. Once installed in the Office 2003 directory, Office 2003
users can open, edit and save Word 2007, Excel 2007 and PowerPoint 2007 files. For more information and to
download the Compatibility Pack from the Microsoft site: http://support.microsoft.com/kb/923505

The Office Compatibility Pack is also available on our local server called ambr. Select “Start”,
“Run”. In the “Open” box, type Wambn\distribution\Office2007_CP You may copy the folder to
your desktop. Install directions are available within the folder. Read the instructions and then run
the install.

LITS can also deploy and install the Compatibility Pack over the network to faculty and staff
computers using our Deploy Server during scheduled times. Please call our helpdesk at
X2600 for schedule information.
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LITS is planning a strategic process for upgrading departments to Office 2007. Part of the process will require extensive
testing on our part of how Office 2007 integrates with administrative systems such as Datatel, etc. We will be investigating
and selecting suitable training resources and plan to initiate a pilot program in January which will invite participation and
feedback from faculty and staff members. We are hoping to begin our transition in the early part of the summer of 2008.

Watch for more news on transitioning to Office 2007, as the migration evolves. The helpdesk (X2600) can assist with
questions regarding the Compatibility Packs or “saving down” in Office 2007. Please feel free to email
sleduc@mtholyoke.edu or call X2348 if you have any other questions regarding the migration timeline or the process itself.
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