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Saving as a Rich Text Format or RTF 
 

 
 

Save the document to your MyDocuments, Desktop, jumpdrive or your 
saving location. Select the drop down box to convert the format to RTF. 

You will need to scroll down the box to find the RTF format.  
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Now you can import this document into your courses and anyone can read 
the document, no matter what word processing software they are using. 

 


