Lesson B5 – Handout

SAVING A DOCUMENT

1. Go to File Menu.  Click on Save As.
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2. Choose the place on the computer you wish to save your document.  In the box, next to where it says “Save in”, click on the small arrow and then click on where you want to save the document. If you are saving to the hard drive you will click on My Documents. If you are saving to a disk you click on 3 ½ Floppy (A).
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3. Click in the box next to File Name. Type in the name of your document.

4. Click on Save.
