Lesson B8 – Handout

CLOSING A DOCUMENT

There are two ways to close a document:

1. Click on the smaller, inside x button (on the menu bar) in the upper left hand corner of the screen.  Remember the inside x closes the document only. The bigger, outside x (on the title bar) exits the program and closes the document.

larger, outside X (exits the program)


                                       smaller, inside X (closes the document)

[image: image1.png]2 Document5 - Microsoft Word

A tomd - ToesowRonan + 12+ B 7

He f Gew et Fomad Iws Tle ndow e
NEESRERY 2B -~ | QBOR
I

Draw= Iy uoshepes~ N %\ 1O B 4 |2-L-A-===20d.
Page 2 Sec 1 22 A1 ini Collz  REC TRC BT OV Englsh@s DK





2. The second way to close a document is to go to the File Menu and click on Close.  Remember “Close” will close the document you are working on only. Exit will close the whole program (i.e. Microsoft Word).

          Close
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Sometimes when you click on Close or the X button the computer will ask you if you want to save your document.  Click on yes if you want to save or no if you do not want to save.  You may need to ask your instructor for directions. 
