Saving and retrieving a file
Type a letter in the Microsoft “Word” program and when you are ready to save do the following:

1) Click on the “File” menu on top tool-bar.

2) Select the “Save As” option if this is your first time saving this file.

3) In the dialogue box that appears next, you need only type in a “File Name” in the bottom window, if the one suggested is not acceptable.

4) Click on the “OK” button on the right side when finished.

5) Close all windows when done.

Retrieve a file as follows:


1) From the Windows Desk-top, open the folder labeled “My Documents.”

2) Click on the name of the file you wish to open.

