C5.  Save a File as a New Document
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To save a file as a new document.

Lesson Duration:

15 minutes

Pre-Instruction:
The instructor will need to insure that each learner has at least one file saved on a floppy disk.  Any previously saved document can be used in this exercise.

Familiarity with the purpose of using the “Save As” function to enter a new file name.

Prepare a disk with files to be used during the presentation/procedure session.

Materials Needed:

Computer for each learner.

Floppy/Diskette with save files.

Copy of a document with sample text.

Learning Objective:

Learner will be able to correctly save a file as a new document.

Presentation/procedure:

· Explain to learners that if you make changes to a document you may want to save it with another name so that you can also keep the original document. 

· Ask learners to name some examples of document that they would want to keep the original version. (a cover letter or a resume).

· As you insert a floppy disk into the floppy drive, ask a learner how to open a document.  Demonstrate the procedure while the learner is giving directions.

· Click on the File menu.
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· Click on Open.  The dialog box will appear.

· At the Look-in location, click on the down arrow.  The drive selections will be displayed.

· Click on 3 ½” Floppy (A:).  The floppy contents will be displayed.

· Double click on one of the files.
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· When the document opens, change or add any amount of text within the document.   

· Once you have changed the text, click on the File menu

· Select “Save As” from the File menu.





· Click in the File name box

· Type a new name 

· Click on Save

· Close the document

· Repeat the process of opening a document in the floppy drive to show the learners that the new document exists along with the original document.

Practice: 

· Have the learners open an original document on their floppy disks and instruct them to make changes to the text by either adding or deleting to the text.

· Have the learners save the changed text as a new document.

· Have learners repeat the process until they have 3 or 4 more documents saved.

Evaluation:
Have each learner open a document, make changes to the text, and save the document with a new name without the instructor’s help.

Closure: 

Review the procedure for saving a file as a new document and discuss observations made during the evaluations.

Vocabulary:

(See Glossary for definitions)

floppy,
existing document,  Look-in location, save

Resources:
Teknimedia Corporation.  PC 140-Saving Documents.  Bethesda:  Teknimedia Computer Literacy Series, 2000-2001.  www.teknimedia.com
“Microsoft Word Tutorial”  Retrieved Nov. 19, 2002, from BayConGroup:  http://baycongroup.con/wlesson0.htm  

Instructor Comments:
Learners will find this very helpful if they are working with a workplace skill like writing a resume or cover letter.

Instructor Reflections: 

Some learners will want to try to write letters to friends.  They can compose the same letter and change the heading so that it can be sent several people.    
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