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XP Version     Creating a folder and saving your work
Think of the computer like a filing cabinet.  It has folders and within those folders are files.  Like a real cabinet you will need to label them so that you can find them again!
1.  Create your own folder
a) Turn computer on.

b) You should get the ‘Desktop’ screen.
c) Either find the icon ‘My Documents’ 
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d) Or go to ‘Start’ then ‘Documents’ then ‘My Documents’

e) Once ‘My Documents’ is open go to ‘File’ then ‘New’ then ‘Folder’

f) You will see a new folder has been added to the bottom of the list.  Type in the name you want to give the folder e.g. your name.

2.  Save your work

Go into Word and type the following:

My favourite foods are:

Apples

Cocktails

Biscuits

Then insert a clip art picture of some food.e.g.
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The do the following:

a) Click on File

b) Click on ‘Save As’

c) At the top of the box it says ‘Save in’.

d) Click the little arrow next to the box

e) And find ‘My Documents’ Click on this

f) You should see your folder in the list

g) Click on your folder

h) Type in the name of your file in the box at the bottom. e.g. Freds favourite foods
i) Then click ‘Save’

Now close Microsoft Word.

3.  Open work that you have saved
a) On the desktop find the ‘My documents’ folder as you did before.

b) Click on your folder (should have your name)
c) Either double click on the folder you want to open .e.g my favourite foods, or click on it, then click ‘open’.

d) The file will open in whatever program it was saved in.

4.  Saving changes.

a) To save any changes just go to ‘File’ and then ‘Save’

b) When you close the file it will ask you if you want to save changes.

5.  Delete a folder or a file.  This is easy to do, don’t open the folder or file, just click on the icon and press delete.

Have a practice:
Go into Microsoft Word

a.
Type a list of places you would like to go on holiday.

b.
Click File > Save as, then find your folder.  Call the file ‘My holidays’. Click Save.
c.
Close Word

d.
Now open My Documents.  

e.
Open your folder.

f.
Find the folder called ‘My holidays’
g.
Click once on it to highlight it.  

h.
Press the delete key.

6.  Saving on a ‘memory stick’
If you are using a public computer, it is a good idea to save your work on a memory stick, which you plug in, rather than on the computer itself.  
So when you save your work, instead of saving it to ‘My Documents’ you need to click on the drop down box and find the folder for your memory stick.  The name of it can vary (often it is the name on the stick) so ask for help the first time.  You can then take the stick away with you and plug it into any other computer to use.
�














