Saving a Document in Word
1. Click on ‘File’ in the upper left toolbar.

2. Click on ‘Save As’

3. Click on the down arrow next to the ‘Save In’ box.  Note that the C drive is your actual computer.

4. Locate where you want to save it.

5. Change the file name if you want to.

6. Click on ‘Save’

Finding Saved Document in Word
1. Open Microsoft Word by clicking on icon on your desk top or clicking on the start button on the bottom left of your screen and clicking on Programs and finding Microsoft Word to click on.
· Click on ‘File’ in the upper left toolbar and select ‘Open’.

· If the ‘Look in’ box doesn’t have ‘C’ in it, then click on the down arrow and click on C.

· Find document and click on it to highlight it 

· Click on Open box

     OR

2. Click on ‘My Computer’ Icon on desk top.

· Double click on ‘C’

· Double click on document
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