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HOW TO WORK WITH OLDER VERSIONS OF FILES 

When working with Microsoft Word, Excel, and PowerPoint documents that were created in older versions of Microsoft 

Office, Microsoft Office uses Compatibility Mode and Compatibility Checker to help maintain compatibility between 

different versions of Word, Excel, and PowerPoint.  

What is Compatibility Mode? 
Compatibility Mode allows users to open and edit files created in older versions of Microsoft Office while preserving their 
original formatting and functionality. When a file is opened in Compatibility Mode, some newer Office features may be 
disabled to prevent issues for users working with older versions.  
 

Typical Older File Formats 
 

Application Older Format Current Format 

Word .doc .docx 

Excel .xls .xlsx 

PowerPoint .ppt .pptx 
 

How to Identify Compatibility Mode 
 
You may be working in Compatibility Mode if: 

• The file title displays **"[Compatibility Mode]"**  
• The document uses an older file format (.doc, .xls, or .ppt) 
• Certain modern Office features are unavailable.  

 

Best Practices When Working with Older Documents 
Before Editing - you should always create a backup copy before making significant changes. 

After Editing - you should always save the file as a new latest available format (see Current formats above). 

 

Benefits of Running Compatibility Checker 

• Identifies unsupported features 

• Highlights potential formatting issues 

• Helps ensure a consistent experience across Office versions 

• Reduces support issues and rework 
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💡 Tip / Best Practice: Please do not save any files in older formats of Office, as some advanced features may be removed, 

simplified, or converted when files are saved in older formats.  

 

Common Compatibility Issues 

Word Excel PowerPoint 
• SmartArt may convert to static images 

• Advanced formatting may not be 

available 

• Certain content controls may not 

function correctly 

• Newer formulas may not be 

supported 

• Advanced charts may be downgraded 

• Data models and some modern 

analytics features may not function 

correctly 

• New transitions / animations may be 

lost 

• Multimedia content may behave 

differently 

• Modern design features may not appear 

as intended 

 

Microsoft References 

1. Microsoft Support – Use Compatibility Mode to Work with Different Versions of PowerPoint 

https://support.microsoft.com/powerpoint/use-compatibility-mode-to-work-with-different-versions-of-powerpoint  

2. Microsoft Support – Save, back up, and recover a file in Microsoft Office 

https://support.microsoft.com/en-us/office/collab-files/save-back-up-and-recover-a-file-in-microsoft-
office  

https://support.microsoft.com/powerpoint/use-compatibility-mode-to-work-with-different-versions-of-powerpoint
https://support.microsoft.com/en-us/office/collab-files/save-back-up-and-recover-a-file-in-microsoft-office
https://support.microsoft.com/en-us/office/collab-files/save-back-up-and-recover-a-file-in-microsoft-office

