Naming and Saving a Document

Your document, called "Document 1," is stored imtyoomputer's temporary memory. Until
you name it and save it to a disk, it can be logbu have a power failure or computer hardware
problem._It's always a good idea to save your viauently

The first step in saving a document for future igg® give it ailename. Filenames can be up
to 255 characters long and are generally followgd lperiod and a three-character extension.
Filename extensions are used to distinguish diffetypes of files. For example, Word
documents have the extensialoc and Excel worksheets have the extension .xls.3ise As
when you name and save a document the first tim&h@n you save an existing document
under a new name. Use Save to resave an existougramt as you key and edit.

Before you save a new document, decide where yat twssave it. Word saves documents
in the current drive and folder unless you speactherwise. For example, to save a document to
a floppy disk you need to change the drive to Awbichever is appropriate for your computer.

NOTE: Your instructor will advise you on the proper drive and folder to use in this
course.

EXERCISE

Save As Dialog Box

Name and Save a Document ==r | 3 My Documents] © 28 1 = -

1. Click File to open the File menu and choo >@Lﬁ %.j

Save As The Save As dialog box appeats kt
2,

2. In theFile Nametext box, a suggested @ File Name
filename should be highlighted. Replace thig " | s s jwsoumen | (o ]
filename by keyingnonths. You don't have — -
to key the filename extensiomloc. Word \ Q o Ho 30@Xmm m-
applies the extension automatically. L‘g }gl‘k(ﬂg

3. At the top of the dialog box, click the dowr L% e
arrow in the Save In box and choose the | -/ Electety s

Computer Basics on 'ag-easks,
Computer Basic on ae-easts... . .

My Metwark
Places

appropriate drive for your data d

Save a5 byPel [word Document v Cancel
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Basic Computer Class
OPEN AN EXISTING FILE ON THE NETWORK

A. Use the Open Command

1) Open the program you used to create the document. Y ou can use the Start menu or an icon on the
desktop.

2) From within the program, choose Open from the File menu, or click on the E,, Open button
or use the keyboard shortcut for open, which is Ctrl-O.

3) Inthe Open Dialog Box,tell the computer to look in the Computer Basics on ‘ae-eastside,

Obe Open Dialog Box

Look in: | L} My Documents % i Oh | @ X Ch G- Tools-
@ Deskkop

Y My Computer ‘
My Recent ; 3% Floppy (4:)

oewers || Lol ©) | 1. Click the down
== W P Y ST S
S arrow to choose
x nputer Basics on 'ae-g; :
lTj AddiModify FTP Locations the approprl ate
drive or directory

|ocation.

My Documents

o

My Computer ‘

File name: |months A | [ Save I

My Metwark
Places Save as bype: |W0rd Document v | l Cancel l
A

. . . = @&

4) Thedrivewill show alist of folders. e (32 Conputar oess an omansiace,. ] @ + OB @ X i EB- Took
Click on the one you would like to S

open and then click on Open W | S

= Select compl100and
select Open \
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My Documents
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My Computer
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il H |
e 4 [ g= |

Places Files of Evpei | ll ord Documents v/ Cancsl

5) Find your folder with your name and last name on it and click open (or press Enter or double
click).

Open @

Open
e ’_,mmu—‘ @-Ch|@ X =i E8 - Tk~ Lookin: | () Amparo Smith ¥| @ -3 @ X [ £~ Toos-
)Aaron's Stuff ) o
; _|Ahdkad i Abukar i
My Recent CDAGHINEFA AGBASSOU My Recent
Document s Documents ~
- (Cbisnca lindsey — H H
@ |Sowenmocos Click onthefileyou
Desktop carole benson % .
» =5 Id lik
CDichup ma p
"D would like to open
= consislom anguio \ d h | H k
My Documents ||| _2)DAYID KARCH ar: il _J ar] t a‘] C IC On
JDOLORES YELAZQUEZ i My Documents
) (ihenanauren ChRichard Andersan Ope‘]
J;g (Horack Yelszausz Csamusl clarke )
My Computer || yib shim adam C)Semako Zufel :,JQ
‘:,j Flonane: | ST Hy Cnﬁn?uter
My Mekwork ik
Places | Files of type: [l word Documents v [ cand | % |Fegame: | v [ oeen
My Network
Placs Files of typet | all word Documents v [ el |
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Save As \1|7\
Sl v @ @@ X [y E - Tooks~

Save fn:

= Instructor Files
4 I Comp100
My Recent
Documents
4. Select the FolderComp " and press the =
Enter key. )
My Documents
8
My Computsr
"_ﬁ Filegame:  [manths v [ s |
My Metwork
Places Saue a5 bype! [yord Document vl e ]

Creating New Folders from Within Applications

When using Windows savvy programs, you will creeges folders while saving a
document. For example, suppose you write a lattarrtew client and when you get ready to
save the letter, you wish you had new folder spedly for that client’s documents. You can
create the new folder right from Word’s Save Adatjdbox. Here are the steps (use the Save As
command in any Windows -savvy programs.

5. Click theCreate New Folderbutton. I

Save As
saveini | Z1Comp100 vl@ @@ X =i B~ toos-

3

My Recent
Documents

o

Deskbop

My Documents

|

.
My Computer
«
B File name: |m0nths N | [ Jave l
My Metwork 5
Places Save as bype: |Word Dracument M | [ S ]

6. Key the name of the new folder. Key your first dast name.

New Folder

Mame: | | [ Cancel ]

Click OK.
Windows will create the folder.
Click Save. Your document is named and saved toréuwse.
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CREATING , NAMING AND_SAVING DOCUMENTS

1. Using Microsoft Word, start a new document keytte shown in Figure 1-10,
including the mistakes. When you finish save theudeent asi-10in your

folder, located in the Comp . Close the window.

FIGURE 11C

TO THE STAFF

Duke city travel has just celebrated another ansany in the travel business. The
agency has proudly served over 45,000 area resitheissiness travelers, and visitors New
Mexico from allover the word. Duke city gatewaystizeen at its current location 25 years.

Key your £'and last name here
1-10

2. Using Microsoft Word, start a new document in whydu are going to key the
days of the week. Save the documentlaklin your folder, located in the

Comp100. Close the window.

3. Using Microsoft Word, start a new document in whydu are going to key the
months of the year. Save the documentlel2in your folder, located in the

Comp100. Close the window.

Editing the documeri-10

_, TOTHE STAFF®)
Cindent)

w7
66
Duke gitygt-ﬁaveiZas just celebrated another anniversary in the travel business.

The agency has proudly served over 45,000 area residents, bus}i:less travelers, and
3 (M 2 .
visitors(New Mexico from all'(\)ver the wor’g. Duke city gateway has been at its current

<
location% years.
A

Key your 1% and last name here

1-15
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