g -
Savinge Filles
When you click file then select save or save as, BY Dan Weiser
the “Save As” window appears. It looks like this.
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At the top of the window is the “save in” box. This is
where the file will be saved. To change the location, just
click anywhere in this box, and a menu of available

drives/saving locations appears. It looks like this.

<]
5 My Documents v || = | o B * Tools -

= update
etker of inkent
iz letter

Save in:

4
&

My Documents

=] My Computer
% Web Folders
314 Floppy (A0
== ¥Hard drive [}
ﬁ My Documents

& o)

& (E)

(=0 Removable Disk (F:)
Metwork Meighborbood
23 My Documents
[C] patty SFA
[ shortouts
[C1 Bmh
[ Kidret
=1 installs
1 Junk

=2 FTP Locations
¢21] AddModify FTP Locations Y El

Feceipt For Donation December 14
Bawing wour Wark,
Eaving

Echedule

H Save I
Cancel |

\Web Faolders

Save as bype: I'-.-'-.-'u::ru:l Document j




If you click on = @ all of the folders on the hard
drive will appear in the main window. Usually there are
more folders on the hard drive than will fit in the main
window, so you may have to click on the horizontal scroll
bar to move the view over to the rest of the folders. This is
the scroll bar.
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When you double click the folder that you wantto save the
document in, yoy/will see it listed in the say€ in box at the
top. Now you need to change the name of the document
from untitled t6 the name that you want. Just click in the
file name box, push backspace to etrase it, and then type the
name that you want to use for tie file. When you are sure
that the saving location ang-the file name are correct, just
click on the save buttonyand that’s it.




