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Saving your writing will keep your file up-to-date and ensure you don’t lose any of your work. There are 
two ways to save in a word processor: “save” and “save as.” “Save” quickly updates your file with your 
new changes while “save as” requires you to input a name and location for your file. 
 
Microsoft Word 
Save 
Selecting “save” stores the changes you’ve made to a document in your computer’s hard drive or 
“brain.” Regularly saving your document will ensure you don’t lose any of your work. 
 
There are three ways to save a Word document: the file menu, the save icon, and a keyboard shortcut. 
 
File Menu 

1. In the top menu, select “File” 
2. Select “Save” in the menu that appears 

 
Save Icon 
The save icon, which looks like a floppy disk, is located in the left of the 
top blue bar. Click the icon to quickly save your document. 
 
Keyboard Shortcut 
For Windows or Linux, type Ctrl + S; for Mac, type Cmd + S. 
 
Saving for the First Time 
When you save for the first time, you’ll be redirected to 
“save as” to give your file a name and location. 
 
If you use the save icon or keyboard shortcut or if you 
close an unnamed document, some versions of Word 
will open a “Save this file” dialogue box. Here, there are 
two ways to choose a folder for your file: 
1. Click the “Choose a Location” drop-down menu and 

select the folder you want to store your file in 
2. Click “More options” if the folder you want to save 

your file in does not appear in the “Choose a 
Location” drop-down menu 

 
If you choose “More options,” you will be redirected to the “save as” menu (skip to step 3 of “save as”). 

File Menu (Mac) Select Save (Windows) 

“Save this file” Dialogue Box 

File Tab (Windows)  
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Save As 
The “save as” feature allows you to name your document and choose where to store it in your 
computer. “Save as” is necessary when you save a document for the first time and helpful when you 
want to revise a document but also keep the original version. That’s because when you select “save as” 
for a file you’ve already saved, a new file is created that you can rename and store elsewhere. 
 
Save As for Windows and Linux 
To use “save as”:  

1. Click “File” in the top toolbar 
2. In the menu that opens, click “Save As”  
3. Choose how to save your file: 1) using the “save as” menu, or 2) 

using the browse function.  
 
Saving Using the Save As Menu 

1. In the left sidebar, choose a location 
a. Your options include folders you’ve recently used, 

OneDrive, or This PC 
2. Select a folder displayed on the right 
3. Enter a descriptive name for your file on the line provided 
4. Click “Save” 

Saving Using “Browse” 
1. In the “save as” menu, click 

“Browse” in the bottom left 
This will open the “Browse” menu 
where you can manually search 
through any folder on your computer.  

2. Use the address bar or the side 
panel to navigate to different 
folders (see our Navigating 
Computer File Systems 
handout for more help with 
this step) 

3. Give your file a descriptive 
name in the “File Name” box 

4. Click “Save” 

 

“Browse” Menu (Windows) 
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Save As for Mac 
To use “save as” in Mac: 

1. Click “File” to open the “File” drop-down menu 
2. Click “Save As” to access the “Browse” menu 
3. Use the gray side panel and the folder list to the right to access 

different folders  
Your most recently-opened folders will be at the top of the list; other folders 
will appear in alphabetical order further down. See our Navigating 
Computer File Systems handout for more help with this step. 

4. Give your file a descriptive name in the box next to “Save As” 
5. Click “Save” 

Google Docs 
Google Docs doesn’t have a manual way to save because it automatically saves whenever a change is 
made to a document. You can confirm your document has successfully saved by the presence of a cloud 
symbol next to your document’s title. 
 
Instead of “save as,” in Google Docs you can make a 
copy of your document: 

1. Click “File” in the top menu 
2. Click “Make a copy” 
3. In the dialogue box that opens, give your file a 

new name 
4. Select which folder you want to save your new file in 
5. Click “Make a copy” 

 
For more help with Google Docs, see our Navigating Google File 
Systems handout. 
 
  

File and Save As (Mac) 

“Browse” Menu (Mac) 



Save and Save As 
Note: This document should only be used as a reference and should not replace assignment guidelines. 

Utah Valley University (UVU) does not discriminate on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 
age (40 and over), disability status, veteran status, pregnancy, childbirth, or pregnancy-related conditions, citizenship, genetic information, or 
other bases protected by applicable law in employment, treatment, admission, access to educational programs and activities, or other 
University benefits or services. 

General Tips 
Most word processors use the same general rules for saving. Here are some neat, time-saving tips: 
 
AutoSave 
Microsoft Word offers the option to automatically save your 
work, so you don’t have to manually save it yourself. “AutoSave” 
can be helpful if you sometimes forget to save. If this option is 
available, you’ll be able to see an “AutoSave” icon. 
 
To turn “AutoSave” on, click the word “Off” next to the “AutoSave” icon. The word “On” will appear. 
 
As you make changes, the top bar will show you if your changes have been saved 
successfully. The word “Saving” will appear as “AutoSave” processes any changes 
you’ve made to your document. The word “Saved” will appear when “AutoSave” 
has successfully saved your changes. 
 
Organizing and Naming Your Documents 
Saving your files to a set location will allow you to easily find them later and keep your computer well-
organized. For example, you could save all your Word files in your “Documents” folder. Within the 
“Documents” folder, you could have other folders organized by class or subject. 
 
In addition, giving your Microsoft Word and Google Docs files clear, descriptive names will allow you to 
easily search for files. You should be able to tell from the file name what the file contains. 
 

EXAMPLE:  Research Paper on Silent Era Cinema 
 
See our Navigating Computer File Systems and Navigating Google File Systems handouts for more help 
with organizing your documents. 

Autosave Icon 
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