
How To Save on Word 

1. Click on File in the top left-hand corner 

2. Then click “Save” on the left-hand side 

  
3. Then click on “This PC” 

 
4. Then click on “Desktop” 

 
5. Then name your document according to the directions on 

your Elearning Handout. Click “Save” 

6. Double check that it is on your desktop before you close out 

of your Word document. 


