
Saving Work to the Downloads Folder 
This save location is local to the harddrive of the device. 

Files saved here are accessible at school and at home even if the device is not on a network. 

1. Select “File” 
in the upper 
left corner 
of your 
program. 

 
 
 
 
 

 

2. Select “Save 
As” from 
the left side 
of your 
screen. 

 

 
 
 
 
 
 
 
 

3. Select 
“Computer” 
and then 
“Browse” 

 
 
 
 
 
 
 
 
 
 
 
 



4. Select 
“Desktop” 
then scroll 
to the 
folder that 
has your 
user name 
displayed 
and click 
“Open”. 

 
5. Select 

“Downloads
” and then 
click 
“Open”. 

 

  



6. Name the 
file and 
then click 
“Save”. 

 
You have the 
option here to 
place your file in a 
folder. 

 

 
 
Files saved here 
are accessible 
from the 
desktop of the 
computer.  
 
On the desktop 
there is a folder 
labeled with 
your name. 
Double click to 
open the 
“Downloads” 
folder. 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 
 
 

 

  

Downloads 


