The Principles By Which All Software Works!

By Peter Daley

(All computer programs have the same principles of operation, whether you use Windows,
Linux, or an Apple Mac computer.)

Open Wordpad and try the processes indicated while viewing this page, to open Wordpad left click
Start/Programs/Accessories/Wordpad. (Wordpad, is a very basic word processor)

NOTE: If you don't see some of the "Wordpad' button bar items shown in the screen shots below, then
left click the "View" menu item in the "Menu Bar", and then left click on each button bar item that does
not have a tick next to it, in the pop down box that appears.

1. By left mouse clicking on a button bar item in the "View" menu that does not show a tick next to it, it
turns on that hidden button bar.

2. By left mouse clicking on a button bar item in the "View" menu that does show a tick next to it, it
turns off that button bar.
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All Programs have similar principles of operation
and structure.
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in alot of modern programs.

status bar.

Openz an exizting document

If vou hold the cursor over a button for a second, without
pressing it, apop up description will appear. This will wark

At the same time a longer description may appear n the
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. Undertined letters in the menu har
indicate thata kevhoard soxt cut can
he used. The Al (Ahemmative) key is
the master key for this. Example
pressing kevhoard keys ALT-F then
N would create a new doecument in
Wondpad.
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contain huttons for the mo st com-
monly used commands.

The Menus contains all the in-
structions a Program can Ccaryy
out.

The kevhoarnd Cil (Contbol) key
puts you in contiwl. Control key
functions are alo indicated in all
menu harshy Cirtt ke tter.

So it doesn’t materwhat program
you are using they all indicaie
what are the Cil and Al key-
hoard short cuis.
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- Rizht mouse clicking is very powerful in Win-

£ dows 9508, it actirates intuitive pop up hoxes.
Loy These hoxes coniain a selection of commands
Easte that can he carried out. Usually, the most used
Fant commands forihe particular ohject orarea, that
L"Et St}'lE 1“-\ hasheen l"g]lt clicked.
Faagraph... \\\- ] ] ] .

e Selection of an item in the box i done by a kfi
) = F'p':ipertigg_ mouse chic k.
Difest .

T You can ako use keyhoard short cuts hecause
ktters are underlined. In this case though you
don’tneed to hold down the Al key!

- —————————= If you don’t wish to actirate a command in one
of these pop up hoxes simply click outside the
bhox and it willdisappear!
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Computers need to know what you are working on before an action
can he carried out on that object. This is done by
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objects, or where you are working by the position of the hlinking
cursor —a |

Highlicht hy taking the cwrsor to the ohject, (text in this case), then whik
hoMing down the kfi mouse button drag the cuwrsoroverthe ohject.

The ‘Enter’ key in conjuncton with the kevhoard arrows can he used as an
aliernatire to the using the mouse, for moving the cursor. Holding down the
‘Shift’ key is the same ashoMing down the ke fi mouse key, if used in conjunction
with the arow keys, to highlicht an oh ject.
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255 My Documents

Provides a space for you to type the name of the file. If
you are searclins for a file, you canuse asterisks (%) as
wildeards. For example, you can type *.* to see alist of
all files. Wou can also type the full path of a file For
exatnple, you can type cinydocsd etter doc.

If son are saving a file you carmot use a question mark
(*) ot an asterisk (*) as afile nam e If you use a gquestion
mark or asterisk and click Sawve, the dialog box will not

matk with youwr cursor in
‘Save A5 and ‘Open’ hoxes.
A ? will attach iiself to the

HLOUSe CUTS0Y.

'I_'lwn take the cursor io the

— ohject you wani information

ahout and lefi click it. 4 de-

tailed descriptio n willappear!
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