Instructions:

To download a Word document for later use and reference:  Point to the document link with your mouse; right click and select “save target as.”  Indicate which directory on your computer the document should download to, then click save.   Note the name and location of the document for later access.

To download pdf document for later use: Point to the document link with your mouse.  Right click and choose “save target as.”  Indicate which directory on your computer the document should download to, and then click save.   Note the name and location for later access.  When opening the next time, select “save as” and choose “rich text format (rtf.)” from the drop down menu at bottom.  In most cases this will convert the document to a word processing document such as Word.  When you open the new rich text document with your word processor, it can be edited/modified and saved just as you would any word processing document.

