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Save Document as a RTF (Rich Text Format)

This document shows how to save a document in Rich Text Format.

Follow these step-by-step instructions to save document in Rich Text Format:

Step Action
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Exit

Click File on the top menu bar and select Save As.
A Save As dialog box will display.

Save as an RTF 12/19/2011 Page |1



. @ . . .
welid  Office of eLearning & Innovation
College
%*‘ ¢ Academic & Student Affairs, Cuyahoga Community College

Savers R TE |
Save in: I[:l Crientation handout ﬂ (= | @ > @ + Tools =

My Docurnents

Favorites
_6’: File mame: Itest file ﬂ m =
‘Web Folders
Sawe as bvpe! |rich Text Format - Cancel |
‘Word Document -
‘Web Page —

In the File name box, type in the name of the file, (example: test file)
In the Save as type text box select Rich Text Format. Click the Save button.
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