SAVE YOUR DOCUMENTS:

Always save your documents frequently. Saving protects you from loss of
datain the event of a computer or printer problem. Saving to afloppy disk
allows you to take your document to another computer for sharing.

When you first save a document, you will have to specify the name and file

location.
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NOTE: If you do not specify a particular
folder, your work is normally stored in the My
Documents folder of the C drive.

If you want to send your work to afloppy disk, click on the Save in menu
button, and then select the 3 %2 floppy from the drop-down menu.

5) Click the Save button.
Vic Tip: Once you've named the file, the next time you need to save it,

smply use the File, Save menu option or click the Save icon from the =
toolbar.



