· Saving your WordPad document:  
· When you’re finished with the document, click on file, save as, and in the box that pops up, click on desktop, and you’ll see desktop in the save in area at the top of the box.
· Next, find your folder in the large area that shows all the icons, and double click it to open it.  You’ll now see the name of your folder in the “save in” area.  
· Next, toward the bottom of the box, click in the area next to file name, and type in a name for your document.  Save as type will show RTF (rich text format), and click save.  
· Note that if you have Word on your computer it will most likely have the Word document icon later if you go back to the document to read or edit.   
· How to create a shortcut:  You can click on the start button, ease up to the first level for “All Programs” with the mouse cursor, ease over into the menu that pops up showing the programs and ease over the yellow folders of programs you are interested in, and click on the icon area to open.  You can also right click on the icon, click on send to, ease over into the drop down menu and click on “desktop, create shortcut”.  This action will put a shortcut on your desktop to your favorite programs.  All shortcuts have a curved arrow on the icon.  
· The recycle bin.  This is the icon on your desktop that looks like a wastebasket.  You can delete something on your desktop or in my documents, by right clicking on the icon, and click on delete in the drop down menu.  You can also restore something you may have deleted by mistake by double clicking on the recycle bin icon and click on the icon, and click restore on the left side menu.
