Saving a Microsoft Excel workbook using Excel 2007

The following instructions will help you to save a copy of your document so that it is fully compatible with Excel 97-2003. To start Excel, click on the “Start” button on the Windows taskbar, or click on the shortcut on your desktop if you have the shortcut.
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Move your mouse pointer to “Save As” and left –click Excel 97-2003 Workbook.
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Type the name of the file and click “Save” to save your file.    
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To start Excel at the START menu, �1)  Click on Start





2)  Click on Programs





3)  Click on Excel





Click here





Click here





Type file name





Click here





Move your mouse and point to Save As





Click Save








