B5.  Save a Document 
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To use the file menu to save a document on either the hard drive or a floppy disk.
Lesson Duration: 10-15 minutes per class session
Pre-Instruction: 

Decide whether learners will save to the hard drive or floppy disks. 

Be familiar with saving a document

Teach in conjunction with Lessons B3 Create A Simple Text Document and B4 Select Text an Alter Appearance.

Make copies of Handout - “Saving a Document” (or copy to transparency).  (optional)

Materials Needed:

Floppy disk for each learner (or group of learners) if using disks.

Overhead/LCD projector (optional) 

Transparency or copies of Handout - “Saving a Document.” (optional) 

Learning Objective: 

Learner will be able to save a document to the hard drive or disk and name it, using the File menu.
Presentation/Procedure: 

· Have learners in pairs review the process for opening Microsoft Word.  Have one learner demonstrate the procedure on the demonstration computer.  

· Enter a small amount of text.

· Explain/demonstrate the steps to saving a document: 

· Click on the File Menu and Save As.
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· Choose the area to store the document (either hard drive or disk).

· Name the document.

· Click on save.








.

· Explain the importance of periodically saving a document (i.e. insurance against accidentally deleting a document). 

· Demonstrate saving a document by using Save on the File Menu.





· Explain to learners that they will be saving their documents in every subsequent lesson.  

Practice:

· Have learners open Microsoft Word (or other word processing program).

· Have learners name an animal.  Write a short sentence about the animal on the board. (i.e. The tiger is wild.)

· Have learners type this sentence on their computers.

· Have them save this document under the name “Tiger”.

· Open a new document and write a new sentence about another animal. (i.e. The dog is brown.) Save this document as “Dog”.

· Continue creating documents and saving them until the learners are comfortable with this skill.

Evaluation:

Give each learner a document to create (or he/she may type his/her own sentences).  Have each learner name and save the document to a disk or hard drive without the instructor’s help or use of handouts.
Closure:

Review the steps for saving a document.  Discuss observations made while observing each learner saving a document.

Vocabulary:

(See Glossary for definitions)

 hard drive, floppy disk, disk drive, save, name, document

Resources:

Teknimedia Corporation. PC 100 (Lesson 8); PC 140, (Lessons 8& 9) Bethesda:  Teknimedia Computer Literacy Series, 2000-2001  www.teknimedia.com
Instructor Comments: 

· If you wish to verify that the document has been saved, close the document and reopen the file through My Computer (for disk) or My Documents (for hard drive). 

· This lesson needs be taught at the same time as Lessons B3 and B4. 

· If the learners need more practice and the instructor feels uncomfortable saving so many documents, another option is to do “mock” saving.  Go through all the steps but don’t actually click on “ok” at the end.  Practice this several times until the learners feel more comfortable with the process. 

· If the program does not wish to provide disks, each learner can be responsible for bringing his/her own disk.  Make sure to mark disks clearly so learners can continue to use the same disk.  In order to protect the computers from a virus, the disks should not leave the lab/classroom until the learner has completed all technology levels.

· If a learner is having difficulty during the practice session, you can provide a copy of the Handout – “Saving a Document” for additional assistance.  However, the use of the handout is not a substitute for instructor-led delivery and monitoring of learner skill attainment.

Instructor Reflections: 
�





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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Click on the box next to File Name.  Type in the name of the document





Click on Save
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Click on the File Menu 











Click on Save








