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Keeping Track of Files

Example 1: Creating a new Word Document or other document

· Open Word

· Decide where the file needs to be saved so you can find it again

· Immediately File/Save As and if necessary create a new folder that fits the system you have structured

· Type the document 

· Save it with File/Save or click the floppy disc icon  [image: image1.png]


 – It is now saved in the right place.

File System Example:
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