HOWTO: Saving to a specific folder in OS X

Introduction

Saving to specific folder is an important skill. This short HOWTO explains how to save
to a specific folder in OS X.

Considerations

This document has screenshots from OS X version 10.5. You might be using 10.4, which
looks slightly different, but works the same.

This document focuses on saving within Microsoft Word. Saving usually works the same
from almost every application.

HOWTO

1. Open Word and type your document.

2. If this is the first time you are saving your document, simply click File and then Save.
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3. Name your document, and look at the Where box. If this is where you want to save,
simply click Save. If you want to save somewhere else, look at step 4.

Save As: [my important documentldoc ] E] The where box
Where: | (i3] Documents %i

Format: | Word Document v

Description

The default format for Word 2004. This format is shared by Word 97 through Word 2003 for
Windows, and Word 98 through Word 2004 for Mac.

Learn more about file formats

™ Append file extension

( Options... ) [ Compatibility Report... ) Compatibility check recommended

(_Cancel )




4. To save somewhere else, click the blue triangle next to the Save As textbox.
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Description
The default format for Word 2004. This format is shared by Word 97 through Word 2003 for
Windows, and Word 98 through Word 2004 for Mac.
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5. You can choose where to save in a two different ways.

5.1 Use the drop down menu to choose a save location

Save As: [howtosavetospeciﬁcfolderosx.doc ] B

) @ T G
. & billanddagmaramackenty O 38H

. ?_EV'CES - (& Users
g!\‘fd”m“ N 4 Macintosh HD
E l:ék ~ L2l Bill and Dagmara MacKenty's Computer
ie -~
Recent Places
¥ PLACES
I Desktop (1 dags school stuff
N billanddagmar & iwork '08
N

/A Applications (0 My Templates

4_APRIL.doc C



5.2 Click on a Places icon, and then on a folder name. When you are ready to save,
simply click save.
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In this example, I've clicked on Desktop, and then I’ve clicked on the “my important
folder” folder. When I click save, my document will be saved in “my important folder”.



