To save a document in the program Notepad (1)

..... - Click File on the Menu Bar
L tntee e =00 and Save on the drop-down

Eile Edit Search Help

menu. A dialogue box

My Computer Cave Az

appears.
Ch Savein | g Deskiop Fples B8 At the top of the dialogue
N — by Camputer box is the “Save in” box -
Metwark =51 M etwork and it says Desktop.
by Documents . .
- ; e Notice the three icons below
7] this box are the same as
by Documents those on the Desktop.
In other words, the dialogue

box is showing you the icons
File name: |M u Documents Save on your desktop.

Save as type: | Teut Documents = Cancel You can now choose the
place where documents are
Ll

saved. This is usually
My Documents, so double
click on its icon.
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To save a document in the program Notepad (2)

Where it says “Save in”,
you can now see the words
My Documents.

E Untitled - Hotepad - |3] =]

Eile Edit Search Help

My Computer Cave Az
: _ : B Just below you can see all
EIZI Savein |l My Documents Rl M-3R = the folders within the My
L Students Documents folder. In this
Metwark 1 Teachers case there are two folders —
one for the students and one
ﬂ- for the teachers who work

S — on this computer.

File name: |M_I.J Documents Open

Save asz type: ITe;-:t D ocuments Cancel

!

© Ming & Andy Price 2002 Saving in Notepad Page: 2



To save a document in the program Notepad (3)

B Uniitied - Notopad M= Let’s assume the folder

S the Students folder,

My Computer 5 A : :
kbl Double click to open it.
e Student - . :
EIZI avein |3 Studsnts =] Where it says “Save in”
g E Chanry (2] you can now see the word
Metwork Students.
- Just below this you can
E see the folders belonging
My Documents to Channy and Dara who
are students.

File name: |M_I.J Documents Open

Save asz type: ITe;-:t D ocuments Cancel

!
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To save a document in the program Notepad (4)

My Computer

=0

H ehwar |'::.

by Documents

E Untitled - Hotepad - |3] =]

Eile Edit Search Help

Save As

Save |E Dara (1)

=]

=z Example table
#2 Shutdown

File: name:; |3$ F.epd

Save

Save asz type: |Te;-:t Documents

il

Cancel

!
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Let’s choose Dara’s folder
to save the document in.
Double click on the folder to
open it.

Where it says “Save in” you
can now see the word Dara.

Just below this you can see
the documents in this folder.

To the bottom left of the
dialogue box is the File
name box. This is where
you type a name for your
document.

At the moment it will say
“My Documents” or
“Untitled” as you have not
yet given it a name.

Click the mouse pointer in
the box and then delete the
words. Type in a name for
your document and then
click the Save button.

The dialogue box closes and
your document is saved.

Saving in Notepad Page: 4



