
Ut 2.2 Caede and Save Doeume n- 

. Cneatng A Nes Doe wment: 

To caeafe a mes document 
, click the , Michosalt otiee btton/Fite ta6 
.Seleet.New..The Nes Document dialey boz appears 

Select Blank document. lt ell be highlighted

. Now you can eneafe documenf y msertin4 tent Now you can 

inaly save do cumert. 



SAVING POcUME NT. 

Save document using Save As commamod: 

Ctick he ,Mihosokt ice buton/File tab.. 
Seleet, Save As- Wonol Document.
Select he locathon uhere you sant to suree 

he doeumertt usi'g he lrp.olo wn menu. 

tnfer a Name Lon Me doument: 

cick Ane Save tudton 
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