
Working with Documents

ÇCreate a new document

ÇSaving the document

ÇOpen the document

ÇClosing of the document



Create a new document
FILE MENU

NEW OPTION

üSelect START 

ĄNEW Office 

DocumentĄA

Blank Document 

(from the dialog box 

thus displayed)

Or

üOpen Microsoft 

Word and then select 

File ĄNew 

Or 

Press Ctrl+N



Save the Document
SAVE OPTIONFILE MENU

INSERT FILE NAME INSERT TYPES OF FILE

1. Select  FileĄSaveoption or press Ctrl+S(Left side figure)

2. You will see Save Dialog Box. (Right side figure)

3. Select Folder in Save in List Box

4. Type document name  File Name Box and select type of  file you want to save 

as in Save as Type box.

5. Click Save button



Open a Document

FILE MENU

OPEN OPTION

1. Select  FileĄOpen

option or Ctrl+O

2. You will see Open 

DilogBox.

3. Select Folder in Look 

in List Box

4. Select document 

from File List Box

5. Click Open button



Close the Document

1. Select FileĄClose.

Or

1. Click clossbutton, that 

is shown in the Figure 

on right side. 

Click on the this 

button



Useful Shortcut keys

ÇCtr+N

ÇCtrl+S

ÇCtrl+O

ÇAlt+F4

Open new Document

Save the Document

Open the existing document

Closing the document


