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My usual answer to this question is “always use Save as…”.  Well, OK, now why?

First, let me take a moment of your time to show the “save a file” process.  If you open a program and create something NEW, when you are done you probably want to save your work.  If you click on the “Save” option, guess what? – you will get the “Save as…” Dialog Box.  The “Save as…” Dialog Box is important because that is where you can see and change (if you wish to) the following three options:
1. WHERE you save your file – in what folder or disk.
2. The NAME of the file.  If it is the first time you are saving the file, you need to give it a good name that means something to you – so you can find it again.
3. The FILE TYPE.  Many programs allow you to save a file with a selected file type.  I don’t want to get into file types here, but that is a great topic for another article.

Ok, so now you save your file with a good file name, right?  So the next day comes and you want to OPEN that file you created yesterday and make some changes to it.  Once you have made some changes and you want to save the changed file – be careful now – do you click on “Save” or “Save as…”?  If you click on “Save” you do NOT get the “Save as…” Dialog Box and BOOM your changed file has TOTALLY REPLACED your previous file with the same name.  Thus, your previous file is GONE, and it is NOT in the recycle bin either.  But if you always use “Save as…”, you will always get the “Save as…” Dialog Box so you can check those three important file options (location/folder, name, and file type).  If you choose not to change any of these options, then it is no different than using the “Save” option.  But with “Save as…” you always get to see what is going on and you get a chance to change an option if you wish.  If you do change the NAME of the file, then you will have two files saved, your old file before your changes and the new file with your changes and the new file name.  So if you are in the habit of always using the “Save as…” option whenever you save a file (old or new) you will always be given the chance to change something if you want.  Choosing just “Save” will not give you those options unless your file is being saved for the first time.

