Opening a template and saving a working copy

Step 1: Double Click the file you wish to open.
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Step 2: From the Office icon, select “Save As” and “Excel Workbook”.
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Save a copy of the document

ﬁ;‘ Excel Workbook

1| Sawe the file as an Excel Workbook,
Open
e Excel Macro-Enabled Workbook
Save [E1]| save the workbook in the ¥ML-based and
- macro-enabled file format.
Excel Binary Workbook
Save the workbook in a binary file format
optimized for fast loading and saving.
Excel 37-2003 Workbook

Save a copy of the workbook that is fully
compatible with Excel 97-2003.

Save As |k

Print 3

Prepare ¥ OpenDocument Spreadsheet

Save the workbook in the Open Document
Format.

Send »
PDF or XPs

Publish a copy of the workbook as a PDF or
Publish  » XP5 file.
Other Formats

Open the Save As dialog box to select from
Close all possible file types.
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Step 3: Rename the file and click “Save”.
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(The file will now show up in the folder in “My Documents”.)
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