Exercise # 4




1. Open the file cover letter.

2. Save it under a new name. 

(Remember: Save As).
3. Change the entire mailing address and the name to which it’s addressed.

4. Save the changes.

5. Close the file.

6. With your mouse click on File and ( Open. Locate your file using the navigation pane on the right. Double – click on the file to open it.
REMEMBER: When saving a document, use words that accurately describe the content of the document. Once you begin working with many, many documents you want file names to remind you of the document content. 

In this exercise you will practice:





Saving documents (Save As)		Retrieving documents


Closing documents








Imagine you are sending out resumes to three or more different companies. The job requirements are similar, so you decide you want to duplicate the body of the letter. Instead of rewriting three of the same cover letters, one way to save time is to save the document under a new name. Now you can make any changes to the document and you have a copy saved on hard drive for your reference.
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