l ipsMake.c.,m

TipsMake > Application >Office information >

Word 2013 Complete Guide (Part 3): How to store
and share documents

When creating a new document in Word, you'll need to know how to save the document to be accessible and
edited later. Aswith previous versions of Word, you can easily save files on your computer

In addition, if you want, you can aso save the file to the cloud service using OneDrive .Y ou can even export
and share documentsdirectly from Word .

See more videos: | nstructions on how to save and share Word documents

OneDrive was formerly called SkyDrive . Thereis basically no difference in the way OneDrive works - it's just
anew namethat is set for an existing service. In the next few months, you can still see SkyDrive in some
Microsoft products.

A. Save and Save As

Word provides users with two options to save any file: Save and Save As. In general, these two options work
similarly, except for some important settings.

1. Save: When creating or editing any document, you will use the Save command to save the changes. In
most cases you will use this command. When saving afile, thefirst step isto just name the file and find
the location to save the file. After completing the editing process, click the Save command to save thefile
on the same |ocation and the same name.

2. Save As: Usethis command to create a copy of the document while keeping the original. And when using
the Save As command you will have to put another title and find another location to save the copy.

|. Save a document

Whenever you open a new project or make some changes on your Word document, the most important thing is
to save the document. Keeping documents as early and often will help you no longer have to worry about losing
documents. In addition, you should also pay attention to the location of the document to be able to find and open
documents more easily.

1. Navigate and select the Save command on the Quick Access Toolbar .
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2. If the first time you save the file, the Save As window will display on the Backstage view .

3. The next step you need to do isto select the location to save the file and namethefile . Click Browse to
select alocation to save the file on your computer or you can click OneDrive to save the file on OneDrive.
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4. Now the Save As dialog box will appear. Please select the location where you want to save the document.

5. Namethefile and then click Save.
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6. Documents will be saved. Y ou can click the Save command again to save the edit on the document. In
addition, you can access the Save command by pressing Ctrl + S.

Il. Use Save Asto create a copy

If you want to save the document to another version while keeping the original, you can create a copy . For
example, if your fileis caled Sales Report , you can save the copy as Sales Report 2 and you can optionally edit
the document on the new version that the original remains.

To do this, click the Save As command on the Backstage view. And take the same steps as when you save afile,
select the location to save the file and name the new file.






[11. Changethelocation to save the default file

If you don't want to use OneDrive , because the OneDrive is selected as the default storage location, you can
change the default storage location to Computer .

1. Click the File tab to access the Backstage view.
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2. Click to select Options.
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3. TheWord Options dialog box will appear on the screen. Select Save in the | eft pane, then check the box next
to the Save to Computer by default option. Click OK and the default storage location will be changed.
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B. AutoRecover

Word 2013 automatically savesthe document to atemporary folder while you use the Word document. 1f

you accidentally forget to save the changes on the document or if Word is suspended, then you can restore the
file using AutoRecover .

Use AutoRecover:

1. Open Word 2013 up. If the autosaved version of the file is found, the Document Recovery panel will appear
in the left pane.

2. Click Open to open the available files. And your document will be restored.
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By default, Word will automatically save every 10 minutes. If you edit a document in less than 10 minutes,
Word may not create an autosaved version.

1. If you can't find the file you need, you can browse all autosaved files from the Backstage view . Select the
Filetab, then click Manage Versions, then click Recover Unsaved Documents.
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C. Export the document

By default, Word documents will be saved in .docx file format. However, in some cases you may need to use
other file formats, such as PDF or Word 97-2003 documents . The easiest way is to export your documents
from Word to other available file formats.

|. Export documentsin PDF format

Exporting your document as an Adobe Acrobat document, also known as a PDF file, is especially useful in the
case of sharing afile for any user who does not use Word. A PDF File will allow recipients to view - but not edit
- the content of the document.

1. Click the File tab to access the Backstage view.

2. Select Export then select Create PDF / XPS.
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3. At thistime, the Save As dialog box will appear. Select the location where you want to save the exported
document, place any name you want and click Publish .
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By default, Word will export al pages in the document. If you only want to export the current page, click
Optionsin the Save As dialog box. The Options options dialog box will appear. Select Current page, then
click OK tofinish.
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If you want to edit a PDF file, Word allows you to convert a PDF file to an editable document . Let'stake a
look at the article How to convert PDF files to Word simply, without our font errors to learn more.

II. Export documentsto another file for mat

In addition, you can export documents to other file formats, such as Word 97-2003 documents in case you want
to share with other users who are using older versions of Word, or into .txt file if your document is plain-text .

1. Click the File tab to access the Backstage view.

2. Select Export , then select Change File Type.
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3. Salect afile format then click Save As.
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4. On the screen, the Save As dialog box will appear. Select any location you want to save the exported
document, put a name and click Save.
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In addition, you can use Save astype : drop-down menu in the Save As dialog box to save the document into
different file formats.
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D. Share documents

Word 2013 allows usersto easily share and collaborate on documents using OneDrive. Previoudly, if you wanted
to share afile for other users, you would have to attach that document file in the email. Although convenient, the
system also creates multiple versions of the same file, which is difficult to sort.



When sharing documents from Word 2013, you are actually allowing others to access the same file correctly.
This allows you and the people you share to edit the same document without tracking multiple versions.

To share documents, the first step you need to take isto save the document on OneDrive.
Shar e documents:

1. Click the File tab to access the Backstage view, then click Share.






2. The Share window will appear. Click on any Share option to share your document.
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Having fun!

Y ou finished reading the article "Word 2013 Complete Guide (Part 3): How to store and share documents”
edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou
can search for similar articles on tips and guides. Thank you for reading and for following us regularly.
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