Introduction of windows

Microsoft windows is an application operating system that adds three features to IBM-compatible PCs.

A graphical users interface-a screen based on pictures, not letters.

A user interface that is similar in all Windows applications.

The ability to multitask-to run more that one application at a time.

Unlike DOS it is a highly advanced program operating system. Instead of entering numerous commands one just simply have to click mouse button at an desired program icon or symbol. A major advantage stems from its capabilities to run multiple application simultaneously in separate windows. It has multitasking and task-switching capabilities. One can load many programs simultaneously and switch between them in an instant.

How to open WordPad?

Process:

1. Click on Start menu.

2. click on Programs menu.

3. Click on Accessories menu.

4. Click on Word Pad button.

Another Process:

1. Click on Start menu.

2. Click on Run button.

3. Type “Write” on a appear dialog box and click on ok.

File Menu

New

To create a new document process

1. Click on New button from File menu.

2. A dialog box will appear.

3. Select the document type and click on ok.

Open: Ctrl+0

To open a saved file.

Process:

1. Click on Open button from file menu.

2. A dialog box will appear. 

3. From “Look In” box you can choose the drive(A:), (C:), (D:) etc.

4. Select the folder name by double clicking on it.

5. Choose the file name and click on Open button.

Save: Ctrl+S

To save an active document.

Process:

1. Click on Save button from File menu.

2. A dialog box will appear.

3. Select the Drive from “Save In” box (A:), (C:), (D:) etc.

4. Select the folder name where you want to insert the file.

5. Write the file name in “File Name” box and click on “Save” button.

Save As

To change the old file name into new name.

Process

1. Click on Save As button from File menu.

2. A dialog box will appear.

3. Select the Drive from “Save In” box (A:), (C:), (D:) etc.

4. Select the folder name where you want to insert the file.

5. Write the file name in “File Name” box and click on “Save” button.

Print: Ctrl+P

To print out an active documents.

Process:

1. Click on Print button from file menu.

2. A dialog box will appear.

3. Set the printer name from “Name” box.

4. Select the paper range and click on ok.

All:

To print out the whole document.

Current Page:

To print an active page only. (Print out a page where you put a curser)

Pages:

To print out selective page only. (2-10; 2,5,7 etc.)

Selection:

To printout the selected text.

Print Preview:

To display the printing preview of a document.  

Process:

1. Click on Print Preview button from file menu. 

2. Display the page/s.

3. By using Magnifier you can enlarge, reduce the preview.

4.  If you want to edit in preview mode click on button and edit your document.

5. Click on close button to close the Print Preview.

Page Setup

To setup the page layout of a document. (eg: Paper size, left, right, top, bottom Printing orientation etc.)

Process

1. Click on Page setup button from file menu or double click on vertical ruler.

2. A dialog box will appear.

3. Adjust the spaces according to your requirement from margin box.

4. Select the paper size and orientation from Paper size box.

5. Select the paper source and click on ok.


Portrait: A

To set the printing paper size in vertical layout.


Landscape: A

To set the printing paper size in Horizontal layout.

Exit: Alt+F4

To close the program and quit.

Process:

1. On the file menu click on Exit button.

EDIT MENU

Unto: Ctrl+Z

To undo the last action.

Process:

1. On Edit menu click Unto button.

Cut: Ctrl+X

To cut the text/Object/Picture so you can move it another location.

Process: 

1. Highlight the text.

2. On the Edit menu click on Cut button.

Copy: Ctrl+C

To copy the text/Object/Picture so you can place the same thing in another location.

Process:

1. Highlight or select the Text/Object/Picture.

2. On the Edit menu click on copy button.

Paste: Ctrl+V

To insert the cut or copied item in a selected place.

Process:

1. Cut or copied the item.

2. Put the cursor where you want to inset the item.

3. On Edit menu click on Paste. 

Paste Special:

To paste the selected cut or copied items in different properties/ style/ function.

Process:

1. Cut or copied the Text.

2. Put the cursor where you want to insert that text.

3. Click on Paste Special button from Edit menu.

4. A dialog box will appear.

5. Select the format and click on ok.

Clear: Del 

     To erase a selected text or objects.

     Process:

1. Select the text or object which you want to remove.

2. Click on Clear button from Edit menu.

Select All: Ctrl+A

     To select the entire/whole document at once time.

      Process:

1. On the Edit menu, click on select all button.

Find: Ctrl+F

To search the specific text.

Process:

1. Click on Find button from view menu or double click on Status bar and click on Find.

2. A dialog box Write the word or sentences, which you want to find out in “Find What” box and click on Find next button.

Find Next

     To find out the specified character or word which is searched from Find dialog.

Process

1. Search the character or word from Find.

2. Close the Find dialog.

3. Click on Find next button from Search menu.

Replace: 

To replace the mistake words into correct one.

Process:

1. Click on Replace button from Edit menu.

2. A dialog box will appear.

3. Write the mistake word in “find What” box and right word in “Replace with” box.

4. To find out the mistake word click on Find next button.

5. If you want to change that mistake click on Replace button.

Replace all:

To change the entire mistake one at a time.

VIEW MENU

Toolbar

To show/hide a toolbar.

Process

1. On the view menu, click on Toolbar button.

 Format Bar 

To show/hide a format bar

Process

1. On the View menu, click on Format Bar button.

Ruler

To show/hide a ruler. 

Process

1. On the View menu, click on ruler button.

Status bar

To Show/Hide Status bar.

Process

1. On the View menu , click on status bar button.

Note:

How to set the bar in proper place (It’s own place)?

Process

1. Click on edge of a bar and drag the mouse and put it where you want; Or Double click on Title place of a Toolbar.

Option

To set the option of a Toolbar, Wrap text etc.

Process

1. On the View menu, click on option button. 

2. Set the options from appear dialog box.

INSURT MENU

Date and time 

To insert the current date and time in a selected place.

Process

1. Select the place.

2. Select the date and time from appear dialog and click on ok.

Object:

Inserts an object such as a drawing, WordArt  text effect, or an equation at the insertion point.

Process:

1. Select the place where you want to insert an object.

2. Click on Object button from Insert menu.

3. Select the types of an object from appear dialog box and click on ok

FORMAT MENU

Font 

Set Font

To modifiey the current font into new one. So, you can increase or decrease the font size, font style and font name, color, under line, strike out etc.

Process

1. Highlight the text.

2. On the Edit menu, click on Font button.

3. A dialog box will appear.

4. Select the Font name from “Font” box.

5. Select the Font style and Font size.

6. Click on ok.

Strike out

To cut the text from middle of a text.

Note: If you want to view the modified style from it display in “sample” box from same dialog.

Bullet Style

To insert the bullet mark on first line of a paragraph.

Process

1. Highlight the text. 

2. On the Insert menu, click on Paragraph button.

Paragraph

To set up the paragraph.

Process:

1. On the Insert menu, click on Paragraph button.

2. A dialog box will appear.

3. Set the Margin and Alignment and click on ok.

Tab

Sets the position of stops.

Process:

1. Highlight the text.

2. On the Format menu, click on Tab button.

3. A dialog box will appear.

4. Sets the Tab stops position in Tab Stop Position box.

5. Click on set button and click ok.  

Another process

1. Highlight the text .

2. On the Ruler area, click on to set the tab.

