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If you are using Open Office, Microsoft Works, or any of the Microsoft Word programs, some
instructors require you to save your file as an .rtf file. “.rtf” stands for Rich Text Format and some
entities will require that you use this format. Especially if you use Microsoft WORKS, others may
not be able to open your documents as by default, Works Word Processing saves documents with
a .wps extension, while Open Office saves files with an .odt
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Then, from this screen, choose the )
File name:

Untitled 1.odt

drop-down arrow list in the Save As
Type field and choose Rich Text

Save as type: |ODF Text Document (.odt) (*.odt)

Format as shown here.

ODF Text Document (odt) (*.odt)

ODF Text Document Template (.ott) (*.ott)
OpenOffice.org 1.0 Text Document (.sxw) (*.sxw)
OpenOffice.org 1.0 Text Document Template (.stw) (*.stw)
Microsoft Word 97/2000/XP {.doc) (*.doc)

In Word 2007, click the Office Button and choose
Save As. From this dialog, choose Other Formats to
open the Save As dialog.

From the dropdown arrow list, choose .rtf. and type in
your new document’s name. Then, click Save to save
your document in .rtf format.

File name: my great essay.rtf

Save as type: |Rich lext Format (.

‘Word Document (*.docx)

‘Word Macro-Enabled Document (*.docm)
‘Word 97-2003 Document (*.doc)

‘Word Template (*.dotx)

‘Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)

PDF (*.pdf)

XPS Document (*xps)

Single File Web Page (*.mht;*mhtml)
Web Page (*.htm;*html)

Authors:

“ Hide Folders

lRich Text Format (*.rtf)
Plain [ext (.o

Word XML Document (*.xmil)

‘Word 2003 XML Document (*xmil)
OpenDocument Text (*.odt)

Word 97-2003 & 6.0/95 - RTF (*.doc)
Works 6 - 9 Document (*wps)
Works 6.0 - 2.0 (*wps)
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Word Document
Save the file as a Word Document.

‘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.

- OpenDocument Text
Save the document in the Open
Document Format.
PDF or XPS

Publish a copy of the document as a PDF
or XPS file.

Other Formats

Open the Save As dialog box to select
from all possible file types.

|5 ZipFile...

] Word Options ‘ | X Exit Word

In Word 2010, click File and Save As to open the Save As dialog.

From the Save As dialog, click the downward arrow by the Save As Type

field and choose Rich Text Format.97-2003. Click Save to save your

document in .rtf format.
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File name;| my file saved as an rtf.rif

Save as type LBEh. Text Format g*irgf)
Wiard Niocnment & daew
Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)
Word Template (*.dotx)
ie Falders Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)
s POF (5.pdf)
XPS Document (*xps)
Single File Web Page (*.mht;*.mhtml)
Web Page (*.htm;*.html)
Meh Dags Eilterad (% him=*
Rich Text Format (*.rtf)
Plain Text (*.txt)
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