HOW TO SAVE YOUR WORK

When you have finished typing or entering data, unless you know your way around a computer the best way to save your work is to save it onto a 3 ½ floppy disk.

· Inserting your Disk Into the Computer
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Place the disk into the front of your computer.  Push it in firmly until it clicks into place.  (Don’t worry about which way round you try to put the disk in as it will only glide in one way – the metal end first!)
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On the main menu 

click on File 

select SAVE AS

Save As means – you are going to give your file a name for the very first time. 

If you were to switch your computer off or there was an electricity failure and you hadn’t saved your work, you would lose it.

When you have selected Save As - the Save As dialogue box will open….
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You need to tell the computer where you want your work to be saved to, in this case to your own disk.  Click in the SAVE IN box:

A drop down box will appear.  With your mouse select (left click on) 3 ½ floppy (A) so that it shows in the save in box.
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You are now going to give your document a name.

Click in the File Name Box

You might prefer to type in a name of your choice (e.g. activity 1 or assessment plan etc), so that you will be able to find the file easily, otherwise it will probably save it as doc1 or doc2.

Click on SAVE and word will return to your document, the name of the document will now be seen at the top left hand corner of your screen.
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· THE DIFFERENCE BETWEEN  - SAVE AS  - AND  - SAVE
SAVE AS is used when you give your document a name for the first time.

SAVE is used after you have given your file a name.  By selecting save, the computer will automatically save any changes that you have made to your document to the same name as you originally gave it, overwriting the original file.

The shortcut method to SAVE is to click on the button displaying a disk on the Standard Toolbar    
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