Converting files from MS Office format

Intro

If you have source documents in MS Office format such as docx, xlsx, pptx, you need to
convert them to Google format so you can bring them entirely into the Google Workspace
ecosystem. You can keep them in MS Office format and work on them via the equivalent
Google app, e.g. Google Docs for MS Word but it's better to convert. The file size will reduce
and you will have the full range of GW collaboration facilities.

File name: | file-sample_1MB.doc v|

MS Office versions

tepe: | Word 97-2003 Document (*.doc)

Word Document (*.docd)

DOCX and its companion file types “|Word Macro-Enabled Document (*.docm)
were introduced in MS Office 2007, Word 97-2003 Decument (*.doc)
. . Word Template (*.dotx)
replacing the older DOC version that Word Macro-Enabled Template (*.dotrm)
applied to Word versions 97-2003. g Word §7-2003 Template (*.dot)
. o olders PDF (*.pd
Sixteen years on, the likelihood of XPS éiu?nent (*xps)

Single File Web Page (*.mht;*.mhtml}
Web Page (*.htm;*.html}
Web Page, Filtered (*.htrm;* html)

encountering 97-2003 format
documents is limited but if you do, you

should convert them to 2007 format in E:c_h TTacttF(Trt:Et (*.rtf)
MS Word before converting them to GW Wao'fd ;}\CAL Document (*xml)

Word 2003 XML Document (*.xml)
Strict Open XML Document (*.docx)
OpenDocurment Text (*.cdt)

format.

To do so you will need to open the file

in MS Office and save it in 2007 format,  Microsoft Werd ? X

Your document will be upgraded to the newest file format.

. | While you'll get to use all the new features in Waord, some minor layout
Even MS Ofﬁce WI” not be able to fU”y changes are possible, If you prefer not to upgrade, press cancel and
convert all 97-2003 documents!

check the maintain compatibility checkbox,

Tell Me Mare... Cancel

Converting to GW format

The process is essentially the same:

1. Open the file using Google
2. Saveitin Google file format

3. Delete the MS Office version from Google Drive (to avoid accidentally updating it
instead of the GW version)
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Once the file is open, you'll see it’s still in MS Office format, so you will need to save it into
GW format. The example shown is for Sheets but the technique is the same for other file
formats
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The MS Office designation will disappear
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You now have a GW version as well as the MS Office version. Delete the latter to avoid
confusion.
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