HOW TO IDENTIFY MICROSOFT WORD VERSIONS

Find the image below that looks most like your computer screen, when you have a WORD
document open, and follow the instructions to determine which version of Microsoft WORD
you use.*

Microsoft Office WORD 2003

Office 2003

Office 2003 has text-based menus on the gray bar: File, Edit, View, Insert, Format, Tools, Table, Window, and
Help.

1. Click on "Help"

2. Click on "About Microsoft Office Word"

3. The About Dialog box will open. Here you will see that you have Word 2003
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Microsoft Office WORD 2007

Office 2007

1 Click ONh Microsoft Office Button (& then click on "WORD OPTIONS"

2. In the Word Options dialog box, click Resources to find the version and the Service Pack (SP).
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Microsoft Office WORD 2010
Office 2010

Office 2010 introduces the File tab and the Microsoft Office Backstage view, what you see after you click File, Here's
what you see in Word 2010.

Wd9r 07 Document? - Microsoft Word . 8] X
n Home Insent Page Layout References Masng: Renew View 0
I Save
& swes Cpess s Off Maoiche
2 Open 0 Mictosoft Office Help D 0- I Ce
(3 Close .
] o Getting Started Product Activated
Inf
2 | Microsoft Office Professional Pius 2010 |
@ Contact Us Ths product contams Microsoft Access, Microsoft Excel, Microsodt SharePoint
Recent Workspace, Microsoft OneNote, Microsoft Outicok, Microsoft PowerPeint,
Microzoft Publisher, Microsaft Word, Microsoft InfoPath
New Tools for Working With Office .
Change Product Key
Pring =] Options About Microsoft Word
Verpors 14.0.7149.5000 (33-be)
Save & Send s Check for Updates [ ol Vess nd Co ] "
L addtional Yemon sod Ceoynght information
Help Pact of Microsolt Office Professionsl Plus 2010
2010 Microsoft Coporation. All rights reserved
2] Options Microsolt Customer Seevices sod Supped
) Product 1: 02260-018-0000106-42031
bt

Microzoft Software License Tamy

e

1. Choose File > Help.
2. Here's where you can see the information.
= To see the version, look under Product Activated.
= To see If you have 32-bit or 64-bit Office installed, look under About Microsoft Word.

= To see what service pack you have installed or to see the licensing information, choose Additional
Version and Copyright Information.

* If the instructions above for WORD 2003, 2007 or 2010 do not work, try the following:

1. Select Help, File or the Office Button (One of these should be on your screen). Locate
HELP. Click on HELP.

In the "search” box enter -- What version of Microsoft Office am | using?. This should
return an article with pictures and directions for more detailed information about your

installation of Microsoft Office.



