Opening an Existing Document, saving and Closing a document
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Learning Objective:  After this exercise, students will be able to open existing documents, Save documents and close a document.

Opening an Existing Document, saving and Closing a document.

This worksheet requires you complete the activity on “Worksheet: Creating and Opening Documents”


Instructions:

Opening an Existing Document

1. Go to File, then click Open and click on the Document you created previously.
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2. The Open dialog box appears. Locate and select your document, then click Open.
3. Once opened, make an edit to the document by typing the following: I added this sentence today, [Type the date ] 

Saving Document

After making an edit to your document, follow the instructions below to Save the file.

1. Go to File, and then click on Save.
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2. If you want to save the File on another document Name, click “Save As”, select the location where you want to save it.
3. Type a new File name on the text box below and click on “Save” button below. 
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Closing a Document

Once the document is saved, just click the “X” button on the upper right hand corner of the screen.
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If the document has not been saved, Microsoft Word will ask you to save the document. Click the Save Botton below and the document will close once saved. 

[image: ]
3

image4.png
S Crmniter N — ——

File name: | E
Soveastype: [Word Document ;
Authors: b Tags Addatag
[ Save Thumbnail

Hide Folders Tools v, Save. Cancel





image5.png
EHS 0=

EEl rove st

DESIGN

Worksheet - Opening, Saving and Closing Existing Document - Word
PAGELAYOUT  REFERENCES  MALINGS  REVIEW  VIEW




image6.png
Micrasoft Word

1 Wentto sove your changes to "Worksheet -
Besinner or Tyaing Practie’?

[ sove | [oomtsove] [ concer |





image1.png
EHS O

owe
B e





image2.png
Open

New

(D) Recent Documents

Open

&@ OneDrive

Pint T compurer




image3.png
Worksheet - Opening, Saving and Clesing Existing Document - Word ? - b

Info

Worksheet - Opening, Saving and Closing Existing Document

P » Camputer Training » Materils » Word

B Protect Document Properties -
» Contral what types of changes people can make to this dacument. S 26k6
Protect
Document - Pages 2
Words 138
Print
Total Edting Time 18 Minutes
5 Title Learning Object.
share Inspect Document 9 o8
s Pt
Before publishing this file, be aware that it contains
Eqort Checkfor Semehing for s Comments Add corments
Tsues -
Clase Related Dates
Last Madified Today, 8144 AN
Frﬁ Versions Created Today, :30 AM
e R S
Versions

Related People

s

Add an author

Last Madified By H P02

Related Documents

1 Open e Location

Show Al Praperties





