TLC

Saving and Opening a File

Saving afile

Point to the word “file” in the upper left hand corner of the screen with the mouse and

click once. A menu will drop down.
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Next, a save menu will open, which will ask you where you want to save the file, and

—— click here

[ Point at the word “save’ with the mouse.
When “save” is highlighted, click the left mouse
button once.

what name you would like to give the file. First, point at the arrow next to the “save in” box and

click once.
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From this menu, select the location in which you would like to save the file by pointing at that
location with the mouse until it is highlighted and clicking once.

If you are saving on afloppy disk, choose “3 ¥z Floppy (A:)” from the menu.

If you want to save it on the desktop, choose “desktop” from the menu.

If you want to save on the hard drive, choose “(C:)” from the menu.

If you want to save to your H drive, choose the drive that has your name next to it.

After you choose the drive that you want to save on, you may want to organize your files by
saving to a specific folder. See the section on creating folders for more information on this.

Next you will need to type in the file name in the box at the bottom of the save window
next to the words “file name”. Most programs will automatically apply the correct extensionto
the file name, so there is no need for you to do this.
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Finally, point to the button at the bottom of the window that says “save’ to finish saving the
file.

The first time you save afile you will have to tell the computer where to save and what to
name the file. Each time you save after that the computer will automatically save changes under
the save file name and in the same location.
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Opening a Saved File

To open afile, open the program that the file was created in (example: Word, Excel, Photoshop),
then point to the word “file” in the upper left hand corner.
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Next, drag the mouse down to the word “Open” and click one time.

£~ Microsoft Excel - Book1

| =Y Fe Edt View Insert Form

OO new... Chri+h

Click here/:ﬁ Qpen. .. O
Close

% & save Cris

3 Save fs..,

4 ,ﬁ Save as Web Page...
2 webiPage Preview
_7"__ Page Setup...

: E_ Prink Area »
2 [ Prink Preview

-% & print... Chri+P
_I:? Send To ¥

13
(14 LH:\Time Log.xds

15 Z2H:\Budget.xs

16
17 Exit

1B ¥ |




TLC Saving and Opening a File

Next, amenu will open that allows you to navigate to the saved file. Do this by clicking

the arrow at the top next to “look in”, then choose the disk where the file is saved.

If your fileis on afloppy disk, choose “3 %2 Floppy (A:)” from the menu.

If your file is on the desktop, choose “desktop” from the menu.
If your file is on the hard drive, choose “(C:)” from the menu.

If your fileis your H drive, choose the drive that has your name next to it. Y ou must

be logged on to save to your H drive.
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When you find your file, highlight the name of the file, and then click the button that says,

Click here to
find the folder
or disk where
the file is
located.

Once the file is

found highlight

the file so that it
appears here.

Once the file
name appears
in the box click
here.



