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If the document has been saved

previously, select Save from the File
menu by clicking on the word File,
moving the pointer down to the word

Saving

 ‘ -

Save, and clicking once on Save. This
saves the document immediately

If it has not been saved previously, select
Save As from the File menu and the Save
As window will appear.
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The Save As window will allow you to choose where to save the document and give it a name.

Save in: |uJ My Documents v | @ % Ef - Tools ~
My eBooks
T
@ =) My Music
My Pictures
. letter
e /
: - File name: |resumE J

Save as type: [word Document

n Save 5 |
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j y Cancel

Click the Cancel button to

exit without saving.

The Save In window shows in
which folder the document
will be saved. The default
will be My Documents.

To change to another location,
click the down pointing arrow
and select the location from
the list.

Enter a name for the
document in the File name
box. (If the program
automatically enters a name,
either leave the suggested
name or delete it and enter
another.)

N

Click the Save button to
finish.
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Opening
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il Document2 - Microsoft Word

The Open window will appear to allow you to choose the document to be opened.

Open

Look in:

||,:'| My Documents
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The Look in box shows where
the computer is looking to
find the file.

To change to another location,

2 |

= File name:

Kl

Files of type: |.-'-\II Word Documents

[ Cpen |-

j Cancel

click the down pointing arrow
and select the document’s
location from the list.

[~ To open the file either select it
and click the Open button or
double click on its name in the
list.
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Printing
Select Print from the File menu to open the print window and the Print window will appear to allow you to
choose different options for printing the document.

" Current page

™ Pages:

Enter page numbers andjor page ranges
separated by commas, For example, 1,3,5-12

[~
[~

Print what: |D0cument

Print: |.ﬁ.|| pages in range

Options. ..

Printer

Mame: | g8 Edge_Black |
Skatus: Idle

Type: HF LaserJet 4100 Series PCL

Where: IP_207.160,233.10

Cornrment:

Page range opies

Al Mumber of copies:

Zoom

Properties
Find Printer. ..

[ Prink to File
[ Manual duplex

v Collate

Pages per sheet: j
=

(a4 Cancel \|

| 1 page

Scale to paper size: |Nn Scaling

Click the OK button to begin
printing.

L

The name of the printer is displayed
in the Name drop down list.

Choose the Number of copies to be
printed by either typing in the
number or using the arrow keys to
select the number.

Choose pages to be printed. Select
All to print all pages in the document.
Select Current Page to print only the
page you are currently working on.
Select Pages and enter a page number
or page range to print only selected

pages.

Click the Cancel button to exit
without printing.

The Options and Properties buttons below show more advanced choices for changing the way the document prints.
Options and Properties choices differ depending on the model and type of printer.

% Edge Color Properties - v1.0

I¥ allow A4 fLetter paper resizing

™ Document properties

Options For current document only
[ Print data only For forms

Options For Duplex Printing

[ Front of the sheet

Iv Background printing
[ Print PostScript over text

Iv Reverse print order

[ Hidden text
Iv Drawing objects

[

|Use prinker setkings

[ Back of the sheet

Paper | Finishing | Effects | Color | Basics
Quick Sets
Printing options
~a) [ Draft cutput
™ Update Fields
Al Pages I Update links
™ Use different paper for first page
2.5 by 11 inch
Sl 25 by 11 inches ATTINCNIES Indude with document
|Letter j
Pririt ( uality [ Field codes
Type is: " Best
0 Details...
| Plain Paper | & Mormal e
" Fast
Source is:
|A“l° Select ﬂ Phota Paper Printing
C Default bray:
-
A
ok [ cancel | [ Help

o1

Cancel

Note: Clicking the Print button on the Standard Toolbar prints the document immediately
without showing any of the above windows or giving any options.
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