
 

                                    
                                   Distance Learning Office:  White Horse Hall, Rooms 210 & 211  Phone: 425.388.9501 

                                E-mail: distance@everettcc.edu     Web Site:  www.everettcc.edu/distance 

 

Saving a file in Rich Text Format (.rtf) 
Follow these instructions to save a word-processed file as a .rtf file.  
1. Go to the file menu, and select 

Save As 

 
2. Choose a name for your document 
3. Pull down the menu by Save as 

Type 
4. Select Rich Text Format (*.rft) 
5. Click Save 

 


