Word 2016 Saving

For a beginneritis bestto getusedto using SAVEAS. If you use quick save there might be times you save over work

you want to keep.
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Browse to find where you want to save the

document. Aword document will normally go to
the default file MY DOCUMENTS

Give the documenta sensible name so
that it will be easily found at a later time

File name: Saving a document

Save as type: [Word 97-2003 Document
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date word software. Drop down arrow
and choose Word 97-2003 Document.
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QUICKSAVEICON
it is recommended to save work often. Clicking on the QUICK SAVE
ICON. This will save OVER existing work.
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