
Click File, Close to close the document you are working on. If there 
have been changes since it was last saved, or if it is a new 
document that has never been saved, a message box will appear 
asking you if you want to save changes. 

You can: 

 Save Changes. 
 Save the document unchanged. 
 Cancel and return to work on the document. 

Accessing Alternatives: 

Menu: File, Close. 
Title Bar: Close
Keyboard: <Alt + F, C>
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