How to Save As RTF
Word 2007

1. Click Office Button
2. Select Save As
3. Select Other Formats
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Save a copy of the document

[!F,'_I Word Document

==| save the document in the default file
format.

[I.?_ ] Word Template

Save the document as a template that can
be used to format future documents.

‘Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003.

PDF or XP5

Publish a copy of the document as a PDF or
XP5 file,

Other Formats 3

COpen the Save As d ect from
all possible file types.
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4. Save as type:

Select Rich Text Format
5. Save in:

Select location for your file
6. File name:

Type the name of your file
7. Click Save
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