
 
Converting Your 

Document  

to  

Plain Text 

Format 

 



 

Open your Word 
document by double-
clicking it. 

 
Click on the Office Button 
(in Word 2007) or File (in 
Word 2003) 

 
Go to Save As and then 
click on Other Formats, in 
Word 2003 Click on File 
then Save As.  
 

 



In the Save As box, scroll 
down in the Save as Type 
box and click on  
Plain Text (*.txt).   
 
Then click on Save. 

 
A warning box will appear 
indicating that you will be 
saving the document 
without the original 
formatting.   
 
Click on OK. 

 
The original document is 
still saved, but a new Plain 
Text document will also 
be created and saved. 
 
 

 



You may now double-click 
the new document to 
open it and line it up and 
add any other 
adjustments to make it 
more readable. 
 
Save the document when 
finished making the 
adjustments by clicking on 
File, then Save. 

 

 
 


