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Occasionally, while you are working on a file, or before you close it, you will want
to save your work.
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You can do this by clicking on the file tab from the menu at the top of the
application window.
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The “Save” and “Save As” options will appear in the window that opens.

Happy New Year 2013 - Word

Info

Happy New Year 2013

My Documents

Protect Document

) Control what types of changes people can make to this document.
Protect
Document ~
;.\T Inspect Document
) =4 Before publishing this file, be aware that it contains:
Check for Document properties and author's name
Issues ~
= Versions
Account »
ceo O\‘ ] There are no previous versions of this file,
Manage
Options Versions ~

If you have already saved this file before, know the location where it is saved,
and the name it is saved under, you can simply click the “Save” option from the
menu that appears in the new window.

However, if this is the first time you are saving this file or you would like to
change the name or location of the file, you will want to use the “Save As”
function so you can select where the saved file is located on your computer, such
as on the desktop or in a folder, and select a name for the file.

. DIGITAL .ORG 21
CE TIATIVE



When you select “Save As” and a new window will open.

) save As =)
( )U I Ul » Libraries » Documents » My Doguments » v | ‘y” Search My Documents pe
Organize v New folder gz v ©

@) MicosoftWord [ Documents libr§ry

Arrange by:  Folder ¥
My Documents

W Favorites
Bl Desktop
& Downloads

Date modified Type Size

ey
1/2013 9:02 AM

File folder

| Recent Places
t Word D... 13 KB

The location where the P, 12 K8

4 Libraries - & ‘ y o . ‘
T, — @° Surprise party guest list file is bemg saved t Word D... 13 KB
o Music @=) Surprise party to do list t Word D... 13 KB
=/ Pictures
B Videos
+& Homegroup
File name: -
Save as type: {Wo«d Document -
Authors: Articulate Tags: Add a tag Title: Add a title
[~ Save Thumbnail
# Hide Folders Tools ~ [ Save ] Cancel

This is the “Save As” window.
Select the location where you want to save the file.

Remember to choose a location that you will remember such as on the desktop
or in a specific folder.

In this example, Jane is saving this file in the documents folder, which you can
see in two locations, at the top of the window and in the main section.

If you are using a public computer, there may be limits on where you can save
files. Seek help from a staff person at the computer center for more information.
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Organize v New folder = @
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@) Microsoft word 5 Documents library Amangeby: Folder ~
My Documents

7 Favorites Name - Date modified Type Size

Ml Desktop

B Downloads ). Custom Office Templates 2/11/20139:02 AM  File folder

%] Recent Places = ) projects 2/11/20139:01 AM  File folder

@ Happy New Year 2013 2/9/2013503PM  Microsoft Word D... 13KB

3 Libraries L) Neighborhood Cookbook 2/10/20138:10 PM  Microsoft Word D... 12KB

@ D ¢ @5 Surprise party guest list 2/10/20137:44 PM  Microsoft Word D... 13KB

J Music L @ Surprise party to do list 2/10/2013 8:10 PM Microsoft Word D... 13KB

Pictures

B Videos File Name
& Homegroup

Save Button
File name: gEJ%
Save as type: | Word Document
Authors: Articulate Tags: Add atag Title: Add a title
[T Save Thumbnail

Next, type the name for your file under the “File name” field.

Lastly, click the “Save” button to close the window and save your file.
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Personal Budget 2012 [Compatibility Mode] - Excel
HCME MNSERT PAGE LAYCUT FORMULAS DATA REVIEW VIEW Signfig
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Budget | Help

When you are done with your file and have saved it, you will then want to close it.

Click the X in the title bar to close the file.
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Starting Balance 1,500 Total
Total Income 0 o o 0 0 0 0 5 -

Total Expenses

NET {Income - Experrnes) 0 o

Projected End Balance 1,500 15000
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Note that if you have made changes to your document since the last time you
saved, a window will open asking you if you want to save changes.

Click the “Save” button to save and close this file.
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