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· ‘’
· ‘’‘’
· ‘’
· ‘’
· 
· 
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
•	
•	
	
•	‘’
•	
•	‘’
•	
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

…………

•	


	
	

	

		

		

		

			

		

		


•	

•	
•	
•	
•	

…

……
•	
•	




………



………

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· 
· —
· 
· 
· 
· 
· 
· 
· 
· 
· —
· 
· 














•	
•	
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………



………

…………




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Menu Navigation pp

 

LOTS OF WORDS>>>> Rather a videoor PowerPOint ????

 

 

·

 

While ribbon interfaces such as those used in Office 2007 and Office 2010 have combine menus and 

toolbars into one 

‘

component

’

, most programs still use lists of options or menus. Menu

 options are

 grouped under 'main' headings, such as File or Edit etc. The diagram shown here shows some of the

se menu structures in the drawing program Paint. 

 

·

 

Selecting these menus in term will cause the options under that 

‘

main

’

 heading to be 

‘

revealed

’

.

 Some

times further sub-menus (normally indicated by the presence of an arrow pointing to the left) or d

ialog boxes (usually indicated by three full stops after the option) will appear asking to make c

hoices for that particular menu selection. 

 

·

 

If an option

 is 

‘

greyed out

’

 (you can see it but appears faintly), then that option is not currently 

available. 

 

·

 

If a letter is underlined on a menu option or even a command button,  it means that is can be selecte

d by using the Alt key and they letter that is underli

ned e.g. <Alt><F> would open a menu file a 

‘

la

bel

’

 of File and <Alt><D> for Edit

 

·

 

Shortcut keys are sometimes listed alongside the menu option. These often make use of the Ctrl key

 and another key. Some of the keyboard shortcuts are used by lots of programs

. Examples include 

<Ctrl><N> to create new file, <Ctrl><P> to print, <Ctrl><C> to copy something and <Ctrl><S> to 

save a file. 

 

·

 

In addition each program has shortcuts which a unique meaning within that program. Knowing some 

of the more common keyboard shor

tcuts can make a much more fluent computer user!

 

Pop up menus

 

Right clicking on an object usually results in a 

pop-up menu

 appearing to offer you options or actio

ns that can be carried out.  These options are designed to be related to the task at hand so r

ight-click

ing is a useful tool and you should experiment and use it as your first option when you are not sure w

hat to do next!!

 

 

 

 

 

 

 

 

 

 

 

Act 1 

Explore

 

•

 

Switch on your computer.  

 

•

 

Some pictures or icons have a small curved arrow in the bottom left corn

er. These are known as shortcuts 

and provide fast access to programs. 

 

 

See if you can identify a shortcut on your desktop.

 

•

 

Move your mouse pointer and let it 

‘

rest

’

 on the icons. Find out what descriptions appear on each of the icons.

 

•

 

Arrange the desk

top icons by dragging them. 

 

•

 

Right-click on an icon such the 

Recycle Bin

 or 

My Computer

. A series of options will pop up. This is known 

as a pop-up menu. To get rid of the pop-up menu, click on a 

‘

blank

’

 part on the desktop. 

 

•

 

Click on the 

Start 

button.

 Notice how some of the options (such as the 

Programs

) have triangles on the righ

t edge.  

 

