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When you are ready to save a document that you have worked on, please keep in mind that it is 
better to save these documents to your M Drive. 
 

�  It is backed up regularly 
�  It is password protected 

 
1. Pull the File Menu to Save As… You will then see a window similar to the one below. 
2. Pull down the “Save in:” Menu 
3. Click on the drive that contains your username. 
4. Enter the file name and click Save. 
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Step 2 & 3 

Step 4 

Step 1 
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1. Open the Application that the document was created with. 
2. Pull down the File menu to Open… 
3. Pull Down the “Look In:” menu. 
4. Choose the Drive that contains your username (or your M Drive) 
5. Find the name of the file and double-click on it. 
 
You can also get to your M Drive by Double clicking on “My Computer” (found on your 
desktop) and then finding your files. 
 

 

Step 2 

Step 3 & 4 

Step 5 
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1. Open My Computer 
 

 
 

2. Double click the network drive with your name on it. 
3. Find the file you wish to erase.  If you have folders, you may need to double click on the 

folder to find the file. 
 

 
 

4. Right click on the file name. 
5. Click on Delete.  (Make sure you have the right one!!!) 
 

 

Step 2 

Step 3 

Step 4 & 5 


