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Saving files

—

Before you start
1 How is It possible to lose files on & computer?

Reading
2 Read the text quickly and match the headings
() with the paragraphs (1-
¢ Saving new fles
a Defauls

a Saving existing files

b Naming fles

Programs that let you create files or save data
Ry S command, usualy in the Ele
meau, When you save a now fle, the Save A5
dialog box appears (see below). You can et the
computer decide the location, the e name
and the format, or you can chaose these
Seutings yourself. There are many differeat file
formats and. they all have advantages and
disadvantages. You can save a word-
processing. document as a web page, for
xample, oryou can save KT photographs
in  JPEG format, a TIFF format or many
others.

The Save As command is the
comsmand forany new documentso the Save AS
dialog box appears evenif you click Save.[fyou
o 1ot gve a new document a fle name in a
word-processing program, the file name wil
‘usualy default o the firstline in the document.
5 The defuult ile pame in graphics programs is
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wsually (UIIUEEY:

iyouwork on an [T/ Bl and want (o save
changes, click §ave, not Save As. You can use
‘Save As 10 save an existing file In a different
Iocation, forexample, in another drive or
folder (using EETGIRY), with a new name (using
File pame) ot in & different format (using

Having different folders helps you organize
wur files, but naming all the differen files 1
folder is not always easy. You should give
names that describe exactly what they
ialn 50 that you can find tem easily.

3 Decide If the sentences are true (T) or fulse (F)

1 1fyou do not choose a location, a name.
or a format when you save a new file

Ve TIE
the computer will do it for you.
2 Ifyou click Save on a new file, the Save &
dialog box appears s
3 You can save fles in one format only T
4 You can save existing files In more.
than one place on your computer T/
5 The Save command only saves existng
5 Thes: i

documents
6§ Most word-processing documents use
“Untitled" as the default name. T/
7 The Save As command cannot save
existing documents. T/F
8 Thinking of names for your fles iseasy.  T/F

Vocabulary

4 Complete the sentences (1-6) with the
TS words and phrases in the text.
1 You can make back-up copies of

files on a floppy disk by using Save

Ineeda camera because | want o

save my pictures on my computer

3 Graphics programs save files without names as
___ bydefaul

4 Clicking_____ will let you go to the A:
drive, C: drive or D: drive

5 Programs have
of functions.

6 Click in the Save As dialog box to
change the fle format

settings for all kinds.

Speaking

5 Workin pairs. Bring to your class six photographs
of your family friends, city or pets that you would
like to store on your computer. Decide on file
names o give them. Use the most important part
of the photograph, but try to keep the names short.
Id call this file ‘Dad Sleeping 50; because I took the
picture on his 50th birthday and he' sleeping in a
chair
Iwouldntcall this Picrure 27" because the file
name doesn't describe the picture.

Get real
Type Photographs n your search engine. Visit at

least three websites that contain photographs or
other visual images. Look at the categories that

the sites use o group their photographs. Report
back 1o class o say what each category contains
Wite up the category list o your next class.





