Save Earlier Versions of your Work

When you are working on a document and there are
many revisions, it is important to save previous versions
of the document in case someone wants you to replace
the changes your removed yesterday. Carry out the
following simple step to ensure you previous revisions
are saved.

1. Click on the File menu and select Versions.

File | Edit View Insert Format Tools Table Flas
= Open.. Ctrl+0
Closze
|l Save Ctrl+5
Save As..,
| Versions... il
Page Setup... &
& Print.. Ctrl+P

2. The following box will open. Place a check mark
in the Automatically save a version on close box.
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3. To start right away, click on the Save Now button.
The following box will open. Add comments to
identify the version and click OK.

Save Version @

Date and time:  19/07/2009 1:22:00 FM
Saved by: Dads

Comments on version:
Trial supplement to ICO|

Open Previous Versions

1. If you need to open a previous version, select File
and click on Version.

File | Edit View Insert Format Tools Table Flas
&4 Open... Ctrl+Q
Close
| Save Ctrl+5
Save As...
| Versions... r
Page Setup... 5
=l Print... Ctrl+P

2. The following box will open. Highlight the
version you want to see and click Open. The
document will open.

NOTE: You can also Delete or View Comments for the
selected file.

45



{| Versions in The Nonwriters Guide to MS Word

Mew versions
Save Now...

Existing versions

[¥] Automatically save a version on dose

Close

Eﬁp&n ] Delete ¢ View Comments. ., i
>

Adding Pictures

You can easily add pictures from either Clip Art of From

File.
1. Place your cursor in

the document where you

want to place the picture. Select Insert, Picture,

From File (or ClipArt, from Scanner or Camera etc.)
Insert | Format Tools Table FlashPaper Window Help
Break... B s uE=E
Page Numbers.., | o - RN - R s W 4
Date and Time...
AutoText »
Field.. rk OK and close Pag
[ the blank document.
_d Comment
Reference 3
Ol Web Component
Picture v [ @&l ciip Ar..
2% | Diagram.. & EromFile...
al Tetgox &9 From Scanner or Camera...
File... 4| New Drawing
Object... @+ AutoShapes
Bookmark... 4 wordart...
&, Hypedink.. Ctd+K | 2| Organization Chart

m

[l chart

2. Select the picture from your computer and click
on Insert. The picture will be placed on the page.
The following toolbar will open. The labeled icons
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