Versions

Versions are useful when a document is edited again and again.  We need not create duplicate files for saving the changes.  For creating versions, do the following. 

1. Open a new document.

2. Enter the Data

3. Save the file once with appropriate name.

4. Do the desired modifications or editing.

5. File >Version>Save Now

6. Give an appropriate name or comment for the versions

7. Like this keep on creating versions.

8. Finally close the file saving.

9. For opening versions do the following:

a. Open the desired file.

b. File > Versions

c. Click on the selected Version and click Open

d. Continue these steps for opening other versions. 

10. By default computer opens the final version.

