SAVING A FILE TO A FLASH DRIVE

1. Insert the flash drive . -
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This end goes into the
USB port on monitor

2. Open Microsoft Office Word 2007 and type a couple of words into the blank

document.

3. Click on the Office Button.

4. Slide down to the Save As button,

then slide over to the right and upward, then click on

‘Word Document’.
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5. Close the restrictions box as many times as necessary

Restnctmns

Q

system administrator.

This operation has been cancelled due to restrictions in effect on this computer. Please contact your

6. Click on the grey chevron (») to
the left of Computer to expand the

list of storage locations. \

7. Click on drive F: to populate the ~
address field.

8. Click in the File name field and
type a file name.

N

9. Click the Save button.
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Word Document
Save the file as a Word

—] Word Template

Save the document as a template that
can be used to format future documents,

Word 97-2003 Document

Save a copy of the document that is fully
compatible with Werd 97-2003.

| Adobe PDF
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OpenDocument Text

Save the document in the Open
Document Format.

PDF or XPS

Publish a copy of the document as a PDF

or XP5 file.
»

Other Formats

Open the 5ave As dialog box to select
from all possible file types.
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