
Controlling where you save
Saving from Office Applications: Word, Excel, PowerPoint, etc

Using the File ( Save As screen to organize on the fly
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Contents
1The Save As Screen


1Changing the document’s name   

2Changing the document’s location   

2Saving into a new folder   

3Changing the file type   



Saving outside My Documents

On your new rollout computers, My Documents is actually a private space reserved for you on the CCSF network. When you save files here, they are automatically backed up for you by the network administrators. This space is limited to 100 Megabytes—a fair amount, but not enough for some of us.

If you 

The Save As Screen
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The first time you save a document (Word), spreadsheet (Excel), presentation (PowerPoint) or a file in most Windows programs, you see this screen.

You’ll see this screen the first time you save any document. In most Windows programs you can return to this screen whenever you want by clicking Save ( As on the menu bar.

Why open this screen? Because it enables you to change several important aspects of your document.

Changing the document’s name

To save a new copy of your document under a new name, just click inside the File name box near the bottom of the window and edit the name or type in an entirely new one.

Changing the document’s location

Even more important, you can change where you save a new copy of your document—or where you save it in the first place. You don’t always have to save into My Documents.
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To change location, click the down-arrow to the right of the Look in: box at the top of the Window.

Click to select a folder or disk drive. Or click a folder to move through sub-folders. When you have highlighted the location you want, click Save. A copy of your document will be saved to that location.
In the illustration, the highlighted location is the Zip drive.

Saving into a new folder
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Create a new folder in My Documents or any other disk or folder location that you select from the Save As Screen. Click the location under which you want to create a new folder. 
Then click the New Folder icon on the top right icon bar. A New Folder icon appears. Type the name that you want over the highlighted default name, “New Folder.” Click Save and your document gets saved into the newly created folder.

Changing the file type
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If you need to save a file in another format, click the down-arrow beside the Files of type: box at the bottom of the window. You get many types to choose from.`
The most popular are .rtf (rich text format), which can be read by any word processor, and .txt, a plain text file with no formatting or pictures that even Notepad can read.

Changing Office’s Default Save location

All the programs in Office (Word, Excel, PowerPoint, Access, along with Publisher), automatically save to My Documents, and go to My Documents whenever you ask them to Open a File. You can change this behavior.
You start in the same place in each application: on the menu bar, click Tools ( Options. A tabbed box opens. The tab on which you can change the default file location varies. In Word, for example, click Tools ( Options, then File locations.

	Program
	Menu choice
	Tab/Field

	Word
	Tools ( Options
	File Locations: highlight Documents and click the Modify button

	Excel
	Tools ( Options
	General: Type in the complete path in Defaul File location.

	PowerPoint
	Tools ( Options
	

	Publisher
	Tools ( Options
	


Click here to choose another location
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