
 

SAVING TO DESKTOP 

Below are instructions on how to save important documents to your desktop, 

such as the Transmittal Cover Sheet and Weekly Report Cover Sheet.  

 

1. Right-click the Document You Wish to Download 

 

 
2. Choose “Save target as…” 

 



3. Select “Desktop” as Your Destination 

 

4. Save and Confirm Document is on Desktop 

 


