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 XIsx

PowerPoint .ppt .pptx

How to Identify Compatibility Mode

You may be working in Compatibility Mode if:

e The file title displays **"[Compatibility Mode]"** samplexls [Compatibility Mode] - Excel

e The document uses an older file format (.doc, .xls, or .ppt)
e Certain modern Office features are unavailable.

g 5 el Compatibility Mode in
File Home  Inset  Design  layout  References  Mailings  Review  VWiew  Developer  Help  Acrobat 2 Tell me what you want to do a) Word

o PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing b) Excel
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c) PowerPoint

samplexls [Protected View] - Excel

when opening a file created with
an older version of Microsoft
Office

File Home  Insert  Pagelayout  Formulas  Data  Review View Help  Acobat @ Tell me what you want to do

o PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing

SRR SR If you wish to Edit this file, you
will first need to:

d) click on "Enable Editing"
button

File Home  Insert  Design  Transitions  Animations  SlideShow  Review  View  Add-ins  Help  Acrobat @ Tell me what you want to do

o PROTECTED VIEW Be careful—files fram the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

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

e Identifies unsupported features

e Highlights potential formatting issues

e Helps ensure a consistent experience across Office versions
e Reduces support issues and rework
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@ Once the file is open, go to File > Info, here you have 2
g options (1-Convert, 2-Check issues):

Info InfO 1a) if you select Convert, you will see a
New 1b) confirmation message, click OK
sample - Copy . . - n "
Oan e 1c) you should immediately close the file and choose "Save
Save v @mpatibility Mode . e S
-“S;nt new features are disabled to prevent problems when working with previous Your document will be upgraded to the newest file format.
o] :y"”";":h:'ngf:.‘" Converting this file will enable these features, butmay result in: I, ooy u g(‘ b + all the new features in Word, this may cause minor layout changes. If you prefer not to upgrade, press cancel.
S ae Adobe — — — C all; U to use all the new features of Word and reduces the size of your file. This document will be replaced by the
PDF converted version.
z P D (] 'Do not ask me again about i
rotect Document o e ahores ok Gancel
/’ Control what types of changes people can make to this document. Sl - [: ==
typ g
e Protect 'o’
Pocument Microsoft Word v 8 X
Share 1 Want to save your changes Ig,"a’mple - Copy.doc’?
Share as Adobe s Inspect Document 3 If;‘,gk'bun‘t Save’, a'l'e'cent copy of this file will be temporarily available.
PDF link ) 2 D =fore publishing this file, be aware that it contains: Leatn more ."
Checkfor Z@ | pocument properties, author's name and related dates @ e pre
Export s ™ ®  Content that cannot be checked for accessibility issues because of the curent oot e i
il
- SR Virosor Word Compatioify Checker X
Close = Inspect Document 1 3 i
[ i —— @ o compativitty issues were found If you select "Check issues", choose
& or pessonal information i " sxagaioigy
Account Mag\ge M Check Accessiblity E""f:"’)“jf’f:f"“ . 2a) "Check compatibility" from the
Check th rcont . Word 97-c03 ccurrences
Feedback Dot anites might et et 4 e Word 2007 — || drop-down
T Check Compatibity Word 2010 2b 2b) you will see a confirmation
Options TY/] Check for features not supported by earlier. . = .
EE message "Microsoft Word
gé Compatibility Checker", any issues
: will be listed here, click OK
I' Check iy whien sming 2c) you should immediately close the
e n n n n
file and choose "Save" or "Save as" to
convert to the latest format (.docx)
@ Once the file is open, go to File > Info, here you have 2 options
(1-Convert, 2-Check issues):
Ich 1a) if you select Convert, you will see a
1b) confirmation message, click OK
sample - Copy . il : gy, &
Open Downloads 1c) you will see a confirmation message, and should click on "Yes
Sove @il @satibility Mode Wrereson Bl p—
So feat re disabled to pr it probl h
sweis Conet || vrionsofOffice.Comerting this e il e ths sk o et o S et e e S e e e o c 20 st e .

layout changes.

Save as Adobe

PDF me again about converting workbooks.! 1b
Protect Workbook TeR Me Wore JuL -can_m
» Control what types of changes people can make to this workbook. I
Protect
Print Workbook ~
Share — ____ Ifyouselect "Check issues", choose
jcrosoft Excel - Compatibility Checker (i < s
Shar e Aot Inspect Workbook R W 2a) "Check compatibility" from the drop-down

o R h The following features in this workbook are not supported by earlier
fore publishing this file, be aware that it contains: versions of Excel. These features may be lost or degraded when you H H H
: : e this workboa i he curey Seeed e oma. 2b) you will see a confirmation message
Document properties, author's name and absolulif)
o} Continue to save the workbook anyway. To keep all of your features,

% Content that cannot be checked for accessibility dick Cancel and then save the file in one of the new file formats, "M|cr050ft Excel Compatibility Checker", any

PDF link

Export

2~ Inspect Document >, & & N .
Publish ) | Checkthe wodbookfor hiddien properies R ey @e ccnencesl  1SSUES Will be listed here, the choices here are:
or personal information, . » .
Close (g Ok Minor los of idelity ! 2¢) click on "Help" to see more information
&5 Check the workbook for content that people Some cells or styles in this workbo ok contain .~ 5 . n . " " A
2a with disabilities might find J\(hguhmr:r‘ss » \;2?;3:!'3:?;::a:o;hzgtl;g:::‘?x:;! 20 Zd) CI|Ck on Contlnue / OK ’ after WhICh you
e W) o —y comeietiothe dosest omat bl PR should immediately close the file and choose
Check for features not supported by earlier

Feedback versions of Excel,

"Save" or "Save as" to convert to the latest

p Check (ompatib}'vz e n saving this

Options O

Pick what users can see when this workbook is viewe(l Copy to New Sheet |l Continue | Cancel fofmat (.XISX)
Browses View
Options

2e) "Copy to New Sheet" which creates a new
sheet in the file with this report
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improved compatibility with previous versions

will enable these new features.

sample - Copy
Downloads
o Con‘llébwlity Mode
Q@ Some new festures are’
e of PowerPoint. Upgrading o the cui
Affected objects include charts, diagrams, and m
Protect Presentation
Control what types of changes people can make to this presentation
Protect
Presentation *
Share
Shasa ¢ Adaha . Inspect Presentation
PDF link \_] Before publishing this file, be aware that it contains:
Check for Document properties and author's name
Export o Embedded documents

Account

scssability sauc besauss of the cunient
Microsoft PowerPoint Compatibility Checker

Feedback

Options

Once the file is open, go to File > Info, here you have 2 options
(1-Convert, 2-Check issues):

1a) if you select Convert, you will see a

1b) dialog showing you the option to save in latest format, click Save

t 4 » THaPC s LocalDisk(C) + Users »

Organise ~ New foider B n
b Oownlosds # - Last week

B tocuments #

B P # -

6 Muic

H videas

samphe - Copy ppts

PawesPoint Presentation [*ppt)

The following festures in this presentation are not supported by
earlier versions of PowerPoint. Thiese features may be lost or
degraded when you save this presentation in an earlier file format.

Summary

'y b4 ag=: Addatag the Shde

No compatibility issues were found.

2b

If you select "Check issues", choose

2a) "Check compatibility" from the drop-down
2b) you will see a confirmation message
"Microsoft PowerPoint Compatibility Checker",
any issues will be listed here

B check compatibility when saving in PowerPoint 37-2003 form.

2c) click on "OK", after which you should

immediately close the file and choose "Save" or
"Save as" to convert to the latest format (.pptx)

@ 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

e SmartArt may convert to static images

e Advanced formatting may not be
available

e Certain content controls may not
function correctly

e Newer formulas may not be
supported

e Advanced charts may be downgraded

e Data models and some modern
analytics features may not function
correctly

e New transitions / animations may be

lost

e Multimedia content may behave

differently

e 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
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