Computer Basics — Saving, Closing, and Opening a File

This part is about
e how to save a file.
e how to close a file.
e how to open a file.

Saving your work as a file allows you to use it again in the future. You do not
have to complete your work before you save it; in fact, it is a good idea to
save your work from time to time as you are working so that if something
happens to cause the computer to stop running, you will not lose what you
have been working on.

Saving your work is a two step process:
1. You give your file a unique name.

2. You save your file in a folder on the hard drive or on another storage
device such as a floppy disk.

Many files can be stored in the same folder.

Follow the procedure below to save a drawing you have made in Paint as a

graphic file.
Step Action Reference
1 On the Menu bar, click File. wil untitled - Paint :
I_F%Ezﬂt Yiew Image Colors Help
tew Cirki
Open... ko
‘Save: s
Save As...
Print Preview
FPrink... P
send,..
56t fis Wallpaper (Tiled)

5t As Wallpaper (Certered)

Exit AR
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2 On the File menu, click

Save.

£ untitled - Paint

File Edit Wiew Image Colors Help

Mew ChrlHM
Open... Chrl+0
Save !g

Prink Preview

Page Setup. ..

Prink... ChrHP
Send...

Set As Wallpaper (Tied)
Set As wallpaper {Centered)

1 vertical_line
2 line._tool_button
3 paint_interface
4 hig_kree

Exit ale+F4

Links to
places
where you
might want
to store
your file

After you click Save, the Save as dialog box appears. This is used to tell the
computer where you want your file to be stored and the format you want your

file to be stored in.

2%

Save in: I My Pictures

[ e s sz

File name:

by N

Save as tupe:

Default graphic
file folder
Default file
name Default
graphic file
format

fintited

| 24-bit Bitmap [* brip* dib)

j Save I
j Cancel /L

Step Action Reference
3 After the Save as dialog box | fewe  im= a1 =]
appears, click inside the File | =¥ [womerie 4 =
name field and type a name
for your file. File name [My firt picture | save_|
Save as lype: |24,ma.|map (~.bmp:=.dit) | Cancel Il
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Closing a file

Closing a
graphic file in
Paint

Opening a file

Opening a file
in Paint using
Open

Don’t change the Save in or
Save as type fields. Click
Save button.

Save

Closing a file when you are in an application program clears the file from the
screen. You close a file when you no longer want to work on it.

After you have saved your file, follow the procedure below to close a file in

Paint.

Step

Action

1

On the menu bar, click File,
then click New.

£ My First picture - Paink
File Edit Yiew Image Colors Help

CIpEmn, .. g Chrl+

Save
Save 4s, .,

Reference

CErl+5

Prink Preview
Page Setup...

Prink. ..

CErl+-P

Send...

Set Az Wallpaper (Tiled)
Set fs Wallpaper (Centered)

1 My Firsk picture

Z data_processing
3 Stark_search_files
4 windows_explarer

Exit

Alt+F4

There are three basic ways to open a file that you have saved. You can open a
file from the program that was used to make it, from Windows Explorer, or

from Search.

Follow the directions below to open a file in Paint using Open.
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Step Action Reference
1 On the Menu bar, click File. | by Il BET
File. Edit Wiew Image Colors Help
EI%N ChE|T
CIpEm. .. Chrl+0
Save Chrl+5
Save As...
Prink Prewview
Page Setup...
Print. .. Ckrl+P
Send...
Set As Wallpaper (Tiled)
Set A5 Wallpaper (Centered)
1 My First picture
Exit alk+F4
2 On the File menu, click =4 untitled - Paint
Open. .. File Edit Wiew Image Colors Help
Tt Ckrl+H
Save [\! Chrl+5
Save fs..,
Prink Prewview
Page Setup...
Prink. .. Ckrl+P
Send...
Set fs Wallpaper (Tiled)
Set fs Wallpaper (Centered)
1 My Firsk pickure
Exit Alk+F4
- "
: 213
3 When the Qpen dialog box ——— S cmem
appears, click the name of :
the file you wish to open.
Fie name: [pap st gicnae =l Open
Fis ol tpyom [Bimap Fies 1 bwel =] Cancel
4 Click Open button. Open
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Opening a file
in Paint using
the filename

Opening a file
using Windows
Explorer

If you are opening a file that was recently saved in Paint, you can also open it
by clicking the file’s filename in the File menu.

To open a file by clicking the filename, follow the directions below.

Step

Action

Reference

1

On the Menu bar, click File.

£ untitled - Paint
Image Colors Help

Chrl+M
Chrl+0

Fil%idit Wi

OpeEn...
SaveE Chrl+5
Save fs...

Print Prewview
Page Setup...

Print. .. Chrl+P

Send...

Seb As Wallpaper (Tiled)
Sef As Wallpaper (Centered)

1 My First pickure

Exit Alt+F4

On the File menu, click the
name of the file you wish to
open.

&4 untitled - Paint
File Edit Yiew Image Colors Help

= CErlHR
Cpen. .. Chrl+0
Save Chrl+5
Save As, ..

Prink Presiew
Page Setup...

Prink... CLrl+P

Send...

Set fs Wallpaper (Tiled)
Set g5 Wallpaper (Centered)

i iy
Exit flt+F4

Windows Explorer is a program that allows you to see all of the files stored in
your computer. You can open a file you saved in Paint using Windows
Explorer by right-clicking the file’s filename.

To open a file you saved in Paint using Windows Explorer, follow the
directions below.
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Step

Action

Reference

On the Windows desktop,
right-click My Computer.

Explore
Search...
Manage

Map Metwork, Drive. ..
Disconnect Metwork Drive, ..

Zreate Shorbcut
Rename

Properties

Click Explore.

Manage

Map Mebwork Drive, ..
Disconneck Metwork Drive. ..

Creakte Shorkcuk
Renarne

Propertties

| i D

After you click Explore, the Windows Explorer window appears. The left-
hand pane shows the directory tree of all the file folders and the files they
contain that are saved on your computer. Clicking a file folder in the left-hand
pane displays its contents in the right-hand pane.
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My
Documents
is the
default
folder
where user
files are
stored.

Folder
selected
from
directory
tree.

BN My Computer

JFiIe Edit  View Favorbes  Tools  Help

| e - - G| @oeach | 5 Fokrs

QH\story | %‘ q; oD | EH-

J.C\ddress I@ Iy Computer

Folders X

] Desktop
Yel- 55 My Documents
=Ry Computer

=

sl IJ ﬂ

= & &

L 3% Floppy  Local Disk (C:) Compact Dise  Control Pangl
(A B

My Computer

; =4 315 Floppy (&)
] == Local Disk (C1)
i @ Campact Dise (D)

Seledean ikem to view its description.

Displays the Yes and Folders on your

computer

Corkrol Parel
2 My Mebwork Places
-7l Recycle B

folder.

opens to show the sub-
folders, click My Pictures

Subfolder ===
11’1 Selected rk and Disl-up Connections
folder. Contents of
selected
folder
displayed.
Step Action Reference
3 After the Windows Explorer | | roiders
window appears, click the + | [} pesktop
box next to My Documents i & My Documents
fold : = k1 Computer
older. By 3% Floppy (A0
: --El Local Disk ()
@ Carmpact Disc (D:)
[-{=2] Control Panel
My Mebwork Places
o Recycle Bin
4 After My Documents folder Folders

:ﬂ Desktop

EI@ My Documents

2R o L
i+ My eBooks
e

{:l Security

EIE My Computer

-2y 3% Floppy (80
--El Local Disk (C:)
@ Compack Disc {D:)
: =] Control Panel

= My Metwork Places

o Fecycle Bin
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5 In the right-hand pane,
right-click the name of the
file you wish to open, then
click Open.

Scan with AYG
Open wWith...

B3 'WinZip 3

Send To »

Cuk
Copy

Create Sharkouk
Delete
Rename

Properties

Opening a file If you cannot remember where you saved a file, you can look for it using
using search Search. Search looks for the all files that match the name of the file you are
looking for. Once you locate your file, you can open it from Search.

To open a file using Search, follow the directions below.

Step Action Reference
1 Click Start button, point to Fulshotss
seal'Ch, then Clle FOI‘ FI|eS Mew Office Docurnent
or F0|deI’S. Cpen Office Document
Windaws Update
WinZip
E Programs 4
@ Documents +
Q _
&LJJ % Settings
(=
(=] ﬂ ©n the IMtern:
3 @ Help Wl viruses
I %’ Using Microsoft Qutlook. ..
g Ron- &) For People...
shut Down,..
R start H
The Search After you click For Files and Folders, the Search Results dialog box appears.
dialog box This is used to find files that you have lost.
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Type the
filename of
the file you
are looking
for in this
field.

5_‘ search Results

=10 x|
J File Edit \Wiew Favorites Tools Help ﬁ
J 4=Fach - = - HQSEarch L Folders QHistary | FERr ‘ Ei~
JAddrEss IQ Search Results j @GD

Search x

Grew | @
8] Search tor Files and Folders
eatch for files or folders named:
I

Containing text:

Laok in:

I —

Search Results

Enter your search criteria to begin.

IQ Local Harddrives [C:]

Stop Search

Search Options »»

Search far other iters:
Files or Falders

Click this button to start
the search for the file.

Computers
People
Intemet
‘D objeck(s) A
Step Action Reference
2 Clle inside the Search for @ Search for Files and Folders
files or folders named field,
then type the name Of the Search far filez or folders named:
file you are looking for. [Myfist pictrd
3 Click the Search Now Search Maw
button.
4 After the search results are

displayed in the right-hand
pane, right-click the name
of the file you wish to

CIpEn Cu:untalnlng Falder

r...
Prink

sic

open, then click Open.
ﬁ Scan with Ak
Cpen Wikh »
L re
3
Firat 2 WinZip It 1
Send To ke
@ Cut B
my  Copy ek
Create Sharkouk
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