Manually Saving
Microsoft Files




Save Microsoft File to | Drive

1. In the Microsoft File you are working on, click File in the
toolbar
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2. Click Save As and then click Browse
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Save Microsoft File to | Drive

3. Scroll and select Offline Storage (l)

0§ Save As
™ == 3 ThisPC » Offline Storage (I:)
Organize = MNew folder
> = Apps (G Mame
> == Alderman.Student (\CoreFST\NHCSI ot Test test tfrt

> wm Offline Storage (1) @ The dob whenslkdgs)

» == Student Share (5]

> Oy Microsoft Word

Search Offline Storn

Date modified

8/11/2026 415 PI

8/11/2026 3:20 PI

File name: |[E38E34{=

Save as type: Word Document

Authors:  Alderman.Student Tags: Add atag

(] Save Thumbnail

» Hide Folders

Tools - Save

4. You can create a folder and save the file to that folder in your
i-Drive. When you are ready to save, click save




Save Microsoft Files to OneDrive

1. In the Microsoft File you are working on, click File in the
toolbar
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2. Click Save As and then click OneDrive
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Save Microsoft Files to OneDrive

3. Choose the folder in your OneDrive to save it to, or click New
folder to create a folder to save it to in OneDrive.
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4. Click Save to save to your OneDrive
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