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/ en / excel2016 / creation and open-workbooks / Content When you create a new workbook in Excel, you need to know how to save it to access and edit it later. As with previous versions of Excel, you can save files locally to your computer. But, unlike the older versions, Excel 2016 also allows you to save a workbook to the cloud using OneDrive. You
can also export and share workbooks with other people directly from Excel. Watch the video below to learn more about saving and sharing workbooks in Excel. Whenever you are opening or saving a book, you will have the option to use your onedrive, which is the online file storage service included with your Microsoft account. To activate this option,
you need to enter Office. To learn more, visit our lesson about OneDrive understanding. Excel offers two ways to save a file: save and save as. These options work similarly with some important differences: Save: When you create or edit a workbook, you will use the Save command to save your changes. You will use this command most of the time.
When you save a file, you just need to choose a file name and location for the first time. After that, you can just click the Save command to save it with the same name and location. As: You will use this command to create a copy of a workbook, keeping the original. When you use Save as, you will need to choose a different name and / or location for
the copied version. It is important to save the book whenever you start a new project or make changes in an existing already. Save early and can often prevent your work from being lost. You also need to pay a lot of attention to where you save the book so it will be easy to find later. Locate and select the Save command in fast toolbar.if You are saving
the file for the first time, the Save Panel as the backstage view.you'll then need to choose where you want to save the file and give a file name. To save the workbook to your computer, select Computer, click Browse. Alternatively, you can click OneDrive to save the file in your OneDrive.The dialog box save as it is displayed. Choose the location where
you want to save the workbook. Enter a file name for the workbook, click Save.The book will be saved. You can click the Save command again to save the changes as you modify the workbook. You can also access the Save by pressing Ctrl + S on the keyboard. Using saving as to make a copy if you want to save a different version of a workbook,
keeping the original, you can create a copy. For example, if you have a file called sales data, you can save it as sales data 2 so that you can edit the new file and still refer to the original version. To do this, you will click the Save As command in the Backstage view. Just as when saving a file for the first time, you will need to choose where to save the
file and give a new file name. To change the rescue pattern: If you do not want to use OneDrive, you can be frustrated that OneDrive is selected as the standard location when saving. If you find inconvenient to select your computer each time, you can change the location to save the pattern so that the computer is selected by pattern. Click the File
Access Box tab View.Click Options.The Excel Dialogue Options to appear. Select Save, check the box next to Save on the computer by deform, click OK. The place of saving pattern will be changed. Autorecuper Excel automatically saves your workbooks to a temporary folder You're working on them. If you forget to save the changes or if Excel Latch,
you can restore the file using automotive recovery. To use the Autorecover: Open Excel. If automotive versions of a file are found, the document recovery panel will be displayed. Click to open an available file. The workbook will be recovered. By pattern, Excel autosaves every 10 minutes. If you are editing a book for less than 10 minutes, Excel can
not create a saved version automatically. If you do not see the file you need, you Look for all Autosaved files from the backstage display. Just select the File tab, click Manage Versions, and then choose Recover Workbooks not saved. Exporting workbooks by pattern, Excel jobs are saved in the .xlsx file type. However, there may be times when you
need to use another file type, such as a PDF or Excel 97-2003 workbook. It is easy to export your Excel workbook to a variety of file types. To export a workbook as a PDF file: Exporting your workbook as an Adobe Acrobat document, commonly known as a PDF file, can be especially useful if you are sharing a workbook with somebody who does not
Have Excel. A PDF will allow the destinations to view, but do not edit the context of your workbook. Click the File tab to access the Backstage View.Click Export, and then select Create PDF / XPS.A Dialog box Save as you will appear. Select the location where you want to export the workbook, enter a file name and click Publish. By pattern, Excel only
export the active worksheet. If you have several spreadsheets and want to save all of them in the same PDF file, click Options in the Save As Dialog box. The options dialog box will be displayed. Select Integer Workbook and click OK. Whenever you export a workbook like PDF, you will also need to consider how your workbook data will appear on each
PDF page as well as print a workbook. Visit our page layout and the impression lesson to learn more about what to consider before exporting a workbook like PDF. To export a workbook to other types of files: You can also find useful export your workbook to other types of files, such as an Excel 97-2003 workbook, if you need to share with people
using a verse Oldest Excel, or a .csv file if you need a simple text version of your workbook. Click the File tab to access the Backstage View.Click Export and select Change the file type. Select a common file type and click Save As. The Save Dialog box will appear. Select the location where you want to export the workbook, enter a file name and click
Save. You can also use the Save As Type drop-down menu: In the Save As Dialog box to save the workbooks in a variety of file types. Excel Workbooks sharing facilitates sharing and collaborating in Workbooks using OneDrive. In the past, if you wanted to share a file with someone, you could send it as an e-mail attachment. Although convenient, this
system also creates several versions of the same file, which can be difficult to organize. When you share an Excel workbook, it is actually giving other access to the same file. This allows you and people share with editing the same workbook without having to follow several versions. To share a workbook, it must first be saved in your OneDrive. To
share a workbook: Click the File tab to access the Backstage display and click Share. The Sharing Panel will appear. If you have not yet done this, you will be prompted to save your document to OneDrive. Note that you may need it back to the sharing pane after saving.om The sharing pane, if the document is saved in OneDrive, click the Share button
with people.Excel returns to normal and Open the sharing panel on the right side of the window. From here, you can invite people to share your document, see a list of who has access to the document and define whether they can edit or Only the document. Challenge! Open our work practice.Using the option to save how, create a copy of the
workbook and name the challenge of the practice. You can save the copy to a folder on your computer or to your OneDrive.Export the workbook as a PDF file. / en / Excel2016 / Cell-Basics / Content / Imagine that you worked in a really important workbook for hours and the system fails. The file is not saved, and you just lost hours of work because you
forget to hit the save button. But when you realize that you made a mistake while working in the workbook there is an hour? How do you return to an older version of the Excel file? Well, nA £ o Panic because we have Together some of the most efficient tips to recover except excus files and their older versions. By default, Microsoft provides an
autorecover option that can retrieve files that have been saved, but your most recent version can not be accessed because the system or Excel fell. Configure the AutoRecuperation settings in Excel Go to the File tab and click Options Click on the Save tab Make sure that both 4 € ™ & € "information Automatic to each zAf £ and hold the last version
autosaved if they are verified without rescue. You can also maintain the duration of the self-construction to the smallest to ensure that each File is saved Click OK After this, whenever you open Excel After a failure, you can see the files that can be authorized. But this only applies to files that have been saved at least once. for files that do not We were
saved, follow the steps in the next section. Retrieve the Excel file is not saved in order to recover an Excel file that you forget to save, follow the steps below for the File tab and click "Open", click the recent job option in the upper left corner now. Bottom and click "Recoving Work Button Not saved A ¢ & € "Scroll through the list and look for the file
you lost. Double-click it to open it the document will be opened in Excel, now all you need to do is hit the save button How to recover Excel ESTERBRIGO files if you are using Excel 2010 or 2013, you may Easily recover an older version of the document. It's extremely useful if you made a mistake in the workbook and realized late or just want to see
what the workbook seemed before. To do this, here are the steps you need to follow Click the File tab and select Info now click the Manage Versions tab. There you can see all the versions that were self-contained by Excel, but you can also see these automatic versions until you have saved the file. After the current file version was saved, all previous
automotile files will disappear. To save them, you need to back up the file. Save a backup from the Excel file, backing up Excel files, makes it possible to revisit older versions in case you make an error. This can be useful when you squeeze the save button when you did not mean or when you delete the main main final. Here's how you can make a
backup in Excel 2010 and 2013 go to the File tab and click on "Save as" click the Browse tab on the bottom of the save as the window will open. At the bottom, there is an option called Tools Click Tools and select "General Options" in the New Window, check the "Always Create Backup Now, each new Excel file that you create will have a Backup
associated with this. But remember that the backup Excel files have a different extension - .xlk overall, it is very easy to recover excel files even when you forgot to save them. All That you need to do not become a panel and follow the steps we mentioned. Mentioned.
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