Saving an
1. When

a.

Existing Document:

you are ready to save the existing document click the Office Button.

If you want to save the file to the same location from which you opened it and keep the
same name, click Save. The changes to the file overwrite the previous version and it
remains in the same location with the same name. (Figure 1)

If you want to save the file with a new name, in a new location or as a different file type,
select the Save As option. (Figure 1)

4———'- Office Button
e Recent Documents
T 1 Saving a New Cocument
nen 2 CNL letterbieeds
3 CNL letter_nobleeds
H - 4 sMa vent Reg Form
rad 2 JELINES FOR ONUNE DISCUSSL.
Li\{ . ; i
z srovn Fe8l Save Options
0 @ Brown ox Ty
e B0t P g grown Fou Typin Practice
- uriculum Analysis Froject Group
i Prepare ¢ PAITO-0ETall Reading List
Mursing GELT Fall 2008 Syllabus
& Seng Fall 2008 6003 Calendar
Sylisbus G00J Fall 2008
Publish  # Welcome Infe
= Wehpage Srreenshat
" close Warksheet 2 sample
1) Wond Optjons | | X Exit Waord
FIGURE 1: OFFICE BUTTON AND SAVE OPTIONS

2. When you select Save As from the menu, the Save As Dialogue Box appears. (Figure 2)
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FIGURE 2: SAVE As DIALOGUE Box

3. Change the name of the file in the File Name field.

a. Highlight the name that is in the field
b. Type the name you want to use

4. Change the type of file in the Save as type field

a. Toensure all users can view the document, select the Word 97-2003 file type.

5. Use the Save in field to select a new location for your file.

6. Click Save.
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