E-Compatibility Determination Suggestion
Send out an email. In your email,

1. Ask each team member to give information about their platform/operating system and applications.

a. Does your computer have a Windows-based operating system (OS)? (You can check this in Word by going to Help, selecting About Microsoft Word, and selecting System Summary.) If yes, what version (XP, 2000, other)?

b. If not, what operating system do you use (e.g., Mac OS ____)?

c. What version of the following applications do you use? (You can check this from within each application by going to Help and selecting About Word or About Excel, etc.)

i. Word?

ii. Excel?

iii. PowerPoint?

iv. Adobe Acrobat?

2. Attach four files, one in each of the applications above. You could attach the Key Factors worksheet for your Word file, the Expected Results matrix for your Excel file, the exit presentation template for your PowerPoint file, and a copy of the criteria for your pdf file.

3. Ask each team member to:

a. Open each file on their computer

b. Edit the Word, Excel, and PowerPoint files

c. Save the files, adding their initials to the end of the filename

d. Send the files back to you

After you receive the responses, ensure that you can open and work with them.

