Pull Down Menu Basic:

1. Click on the word “File” in the Menu bar and drag down. Here’s what
you will see:
4 Fi

=0 Edit Yiew Specia
New Folder N R
Open 0
Print EP
hMowve To Trash 3£
Close Window 3E8W

Get Info 31

Label 4

Sharing...

Duplicate FED
Make Alias M

Put Away

Find...
Show Original 3R

Fage Setup...
int Wind

2. In each Macintosh application (software program) there is a File
menu. It will be slightly different in each different application, but
essentially contains the same Items.

3. Note that some words in the menu are dark, others are light gray.
The darkened items are the ones available, the light gray ones will
become available as you as you perform other functions and open
other windows or applications.

4. Alongside some of the items you will see a notation like this:
New Folder #N

The 3N notation is a keyboard shortcut. By pressing the Apple key and
the letter “n” you will get a new empty untitled folder on your desktop.
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Note the line in the window: Find... ¥EF
The ellipse (...) after the word Find means that a dialog box will appear
when you select this function.

Alongside other items you will see a notation like this:

Label @
The € notation means clicking this item will result in the appearance
of another menu.

5. Pull down each of the menus in the Menu Bar and select one at a
time. Examine each of the many functions you find. Go ahead “play”
with it. You WON’T hurt anything!

Each pull down menu in the Menu Bar is the topic of a separate Nitty-
Gritty.
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