
Click File, Save As to save a document under another name or in a 
different folder or drive. You must have saved the document under 
its own name first.      This is a way of making a copy of a document 
or relocating it in another folder or drive. You can also save a 
document in a format other than the Word '.doc' format. 

Dialog Box 

· Type in different File Name and/or 

· Change the Path Name in the directories and drive fields 
and/or 

· Change file type in Save As File Type field if you wish to 
convert the file into another word-processing format. 

Word comes with a large number of file converters that enable you 
to work with documents created by other word processing 
programs. 

Accessing Alternatives: 

Menu: File, Save As. 
Keyboard: <ALT+F,A> 


