Word-processing without  toil !                                       

                  4. When we use the command  ‘ SAVE AS ‘ ?


Generally the ‘SAVE’ command copies the file ( document) to the disc; the ‘SAVE AS’  dialog-box appears the first time that the document is saved that you can specify the file name and other required information. All subsequent executions of the ‘SAVE’ command save the document under the assigned name, replacing the previously saved version with the new version. We use the ‘SAVE AS’ command for copying a file to another disc. (e.g., from C to A)    
Required Information

A file name can be up to 225 characters in length and may contain spaces and commas. (Periods are permitted but  NOT RECOMMENDED )It’s also required the specification of the drive, folder and the file type that determines which application the file is associated with.

The’ SAVE                 

AS’ command ( GO TO  ‘FILE’, then

CLICK:FILE-SAVE AS-MY DOCUMENTS-Floppy A- SAVE

(In this case you are going  to copy this document from your hard disc to the floppy one )  NOTICE :

1.The File name can be accepted without change or you overtype  in its box your new name. The file type you can also change choosing your type and clicking it. 

2. THE ‘SAVE’ and ‘OPEN’ COMMANDS WORK IN CONJUNCTION WITH ONE ANOTHER.
