
In order to convert a Microsoft Works document to a Microsoft Word document while still in the MS Works program:


*Please note that Office 2003 does not need a converter and should be able to read works files*
1. In the top left hand corner click on File(Save As
2. Name your document and then click on the drop down box next to Save As Type 
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3. Select Word Document (*.doc)
4. Click Save
If you are here on campus and are trying to open an unconverted MS Works document in MS Word, you may experience some problems.  
1. You will need to make sure that you have the conversion tool installed on your computer. Although there is a conversion tool for Microsoft Word it rarely works when converting MS Works files.  If you are not sure if you have the conversion tool installed just follow the directions below.
2. Open a blank MS Word document.
3. Click on File(Open
4. Browse for the MS Works document that you are trying to convert. You may need to choose All Files under Files of Type.
5. Click Open. Your document should then go through the conversion process and open.  If you get an error or your document does not look like the original you can come to the IT Help Desk in TE113 and we will try to convert your document. If this still does not work you will need to goto the original computer that you typed the file on and follow the instructions at the top of this page for converting in MS Works.
IT IS HIGHLY RECOMMENDED THAT YOU GET MS OFFICE 2007 AT http://salisbury.e-academy.com!  

It is low priced for students, faculty, and staff!







Converting an MS Works file to MS Word
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