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Character Reference 

The Mac allows you to access many characters that are not 
shown on the keyboard. The following list shows the key 
combination and font required to create some of the most 
popular of these characters. In this chart, 0 represents the 
SHIFT key and~ represents OPTION. Most characters are in­
cluded in any font that uses Apple's standard keyboard 
layout (Std), such as Times and Helvetica. Other characters 
are included in the specialty fonts Symbol (Sym) and Zapf 
Dingbats (Zap). 

A with ring accent ........................... a Std ~A 

Acute accent ..................................... ' Std ~E* 

Apostrophe ....................................... ' Std 0~] 

Arrow, bidirectional ....................... H Sym ~E.-

J\.rrow, down .. .. .. .. . .. .. . .. . .. .. .. .. .. . .. .. . .. . J.. Sym 0~0 

Arrow, left ....................................... f- Sym ~U,-

Arrow, right ..................................... ~ Sym o~· 

Arrow, up ......................................... i Sym ~= 

Box with drop shadow .................... 0 Zap 0 

Bullet ................................................ • Std ~8 

C with cedilla ................................... r; Std ~c 

Cent .................................................. rt Std ~4 

Check mark...................................... tl' Zap 4 

Circumflex diacritic ........................ " Std ~I* 

Copyright . . .. . .. . .. . .. . . ... . . .. . .. . .. . . . . . .. .. . .. . © Std ~G 

Dagger ............................................... t Std ~T 

Degree ............................................... o Std 0~8 

Diaeresis or umlaut .......................... .. Std ~U* 

Diesis ................................................ :1: Std 0~7 



Divide ............................................... + 

Ellipsis ............................................... . 

Em dash ........................................... -

En dash or minus ............................. -

Exclamation point, inverted ............ j 

Fraction slash ................................... I 

Grave accent ..................................... ' 
Greater than or equal ....................... ~ 

Infinity ............................................. oo 

Leaf .................................................. ~ 

Less than or equal ............................ S 

Minutes or feet ................................. ' 

Multiply ........................................... x 

N with tilde ...................................... fi 

Not equal .......................................... * 
Plus or minus ................................... ± 
Pound sterling .................................. £ 

Question mark, inverted .................. ;. 
Quotation mark, close .. .... .... .. .... ... .. " 

Quotation mark, open ...................... " 

Registered trademark .. .. . .. . .. .. .. . .. . .. .. ® 

Seconds or inches ............................ " 
Section ............................................. § 

Trademark ....................................... rM 

X mark ............................................. 1t 

Yen ................................................... ¥ 

Std 

Std 

Std 

Std 

Std 

Std 

Std 
Std 

Std 

Zap 
Std 

Sym 

Sym 

Std 

Std 

Std 
Std 
Std 
Std 

Std 
Std 
Sym 

Std 

Std 
Zap 
Std 

* Accent will appear over next character entered {A, E, /, 0, U, or Y) 

~I 

~-

~5 

~s 

~4 

~y 

~N, N 

0~= 

~3 

0~/ 

0~[ 

~[ 

~R 

~6 

~2 

8 
~y 
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Introduction 

The Macintosh is an easy-to-use computer, offering a com­
pletely intuitive graphic interface that virtually eliminates 
the need to learn to use powerful software. Right? Now 
about that swamp land ... 

Most major Macintosh applications offer up to 100 menu 
commands, and an even larger number of keyboard 
equivalents. And most Mac users have a word processor, a 
spreadsheet, a database, a few graphics programs, and 
HyperCard-each of which they use with some frequency. 
This means that the average Mac user is regularly faced with 
over 500 menu commands and more than 1000 keyboard 
equivalents! 

Of course, menu commands and keyboard equivalents 
aren't bad in and of themselves. After all, they give us access 
to the software power that makes us love the Macintosh. If 
only there was a quick way to reference all of this infor­
mation ... 

And so we present the Encyclopedia Macintosh Software 
Instant Reference-a book designed to help you take ad­
vantage of all the computing power your Mac software 
provides, without making you spend your evenings memo­
rizing user manuals. It is also a great tool for learning about 
software applications that you do not currently own, allow­
ing you to become familiar with the features these appli­
cations provide, so you can decide whether they are worth 
purchasing. 

In this book you will find complete menu maps and key­
board shortcut charts for all of the most popular Macintosh 
software applications. In addition, brief descriptions of the 
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palette tools that each application provides are included, 
and for some applications, we have listed our ten favorite 
software tips. 

Altogether, this skinny little book could replace about four 
feet worth of software manuals that are now sitting on your 
book shelf. 

Much of the information in this book was first presented in 
Encyclopedia Macintosh, the 782-page guide that has be­
come the resource for Macintosh power users. But the large 
format of that book, and the vast amount of other information 
it contains, make Encyclopedia Macintosh more difficult to 
use as a quick reference than the conveniently-sized book 
you are now holding. In addition, we have updated much of 
the information contained in this book to reflect the latest 
versions of each software application. 

If you already own Encyclopedia Macintosh, we hope you 
enjoy the convenient format and updated information that 
the Encyclopedia Macintosh Software Instant Reference 
provides. If you don't already own Encyclopedia Macintosh, 
turn around and go back to the bookstore ... 

Happy Mac'ing 

Craig Danuloff & Deke McClelland 
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Drawing Software 
The immediate success of graphics software defined 
the Macintosh computer in its early years. Using mice 
rather than keyboards as their primary means of inter­
face, computer artists were able to create images using 
a collection of lines and shapes as their raw materials. 
The process was so intuitive that people who had never 
considered themselves artists soon found themselves 
doodling as freely and successfully in graphics pro­
grams as they had previously in phone books or in the 
margins of lecture notes. 

Since then, the number of graphics software packages 
seems to multiply daily. Chances are, you own several 
varieties of graphics software yourself, whereas you 
may own only one spreadsheet, word processor, and 
page-layout program. 

Because of its popularity, we have chosen to divide 
graphics software into two categories: painting soft­
ware, such as MacPaint and PixelPaint, which you use 
to edit bit-mapped images by coloring individual dots 
on your computer screen; and drawing software, such 
as MacDraw and Adobe Illustrator, which provide tools 
for building images from mathematically exact straight 
lines and curves. Drawing software is the subject of this 
entry; painting software is covered later in this book. 

Taken to their extreme, drawing applications are small 
but versatile CAD programs, in which you may create 
images so smooth and precise that they tend to appear 
more real than life. Any graphic object can be lifted off 
the page, stretched or reshaped, and then set down 
again according to your personal whims or require­
ments. Advanced applications even make it possible 
to define intermediary shapes between shapes, making 
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it easy to draw transitional images or create custom 
gradations. 

But despite the increased power of modern drawing 
programs, there is still no single graphics program that 
can fulfill all the needs of all Macintosh artists. And 
new ·forms of graphic manipulation, such as drafting, 
architectural design, and three-dimensional animation, 
are making completely new tools necessary. 

Among the drawing programs covered in this entry are 
several long-time classics. The oldest of these, Mac­
Draw, has been designed for users who require a struc­
tured drawing environment. Although in many respects 
a remnant of the Mac's early days, MacDraw continues 
as an important tool for object-oriented drawing. 

SuperPaint is one of the many programs that emerged 
in the generation after MacPaint. Its elegant mixture of 
bit-mapped and object-oriented tools has allowed it to 
endure while many others faded into oblivion. 

Canvas, originally lost in a crowd ofMacDraw clones, 
has grown and distinguished itself with frequent up­
grades that have resulted in the most comprehensive 
set of graphic tools available in a single application. 

Adobe Illustrator 88 and Aldus FreeHand have received 
most of the attention in the past two years, bringing 
superior curve handling and free-form drawing sophis­
tication to Macintosh graphic tools. 
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r~ Adobe Illustrator 88 

Toolbox 

lrt Arrow rit to select, -··tt- to move, ~··-tt- to clone 

~' Hand ··-tt- to move page with respect to window 

(\ Zoom \ to magnify page, ~\ to demagnify 

T Type \ to create block of type (not used to edit) 

·;: . .r~ Freehand -··tt- to draw freehand line, x--lt- to erase 

~ Autotrace \to trace bit-mapped template image 

t Pen \ for corner point, ····tt- for smooth point 

D Rectangle ·-tt- to draw rectangle, \ to enter dimensions 

0 Oval ··-tt- to draw ellipse, \ to enter dimensions 

•m Blend \ on each of two points to create blends 

d~ Scale \ then ·-·tt- to scale, ~\ to display dialog 

() Rotate \ then ·-·tt- to rotate, ~\ to display dialog 
...... 

\then\ again to flip,~\ to display dialog t>i~ Reflect 

if7 Shear \ then -··tt- to slant,~\ to display dialog 

Scissors \ to split segment, ~~~ to insert point 

Measure ~~ on each of two points to display distance 

Page \ to determine lower-left corner of page 
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rl; Adobe Illustrator 88 

Menus 

Bring To Front •· 
Send To Bock •-

Pre~:~lew lllustrotlon KY 
Rrtworlc & Templote K£ 

.lftrtworll Only KW 

Loct 
Unloc:t Rll 
Hide 
SllowRII 

., 
K2 
K3 
K4 

Templote Only Pottem ••• 
Custom Colar ••• 

NewWlndow 

Rctuel Size 
Fit In Wlndaw 

KH 
ICM 

Show Rulen KR 

...Ooc:ument I 
Document 2 
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/J 
riii Adobe Illustrator 88 

Keyboard Equivalents ( 1 of 4) 

Actual view size (100°/o) ............................................................. :M:H 
Arrow tool, select temporarily ............................ ; ......................... ~ 

Artwork and template displayed ................................................ :M: E 
Artwork displayed only (key line) ............................................. :M:W 
Average location of elements ..................................................... :M:L 

Bring to front ............................................................................... ~= 

Cancel screen preview ................................................................ :M: • 
Circle, create ......................................................... .a-····tt w; oval tool 

Circle, draw from center ................................... .a-~--'t w; oval tool 

Clear element ................................................................................ <EJ 

Clone element ..................................................... ~·-·tt w; arrow tool 

Copy element .............................................................................. ~C 

Copy with PICT preview ......................................................... :M:~C 
Corner point, add BCH ........................................ ~-···tt on existing 

corner point w; pen tool 

Corner point, create ...................................................... \ w; pen tool 

Cut element ................................................................................. :M:X 

Demagnify view size ........................................................... :M:~- ;~ 

Ellipse, draw from center ..................................... ~-··tt 'V/ oval tool 

Extend a path ........................................................ 't "'/freehand tool 

:M: command ...... return (§] keypad key 
.a- shift ~ enter - space bar 
~ option B escape Fl function key 
A control <El delete ~~ mouse click 
+I tab (B) fwd. delete .... 't mouse drag 
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/J 
rfi Adobe Illustrator 88 

Keyboard Equivalents (2 of 4) 

Fit in window .............................................................................. SCM 
Freehand tool, access when pen selected .................................... A 

Group elements ........................................................................... SCG 

Hand tool, select temporarily ....................................................... -

Hide element ............................................................................... 3C3 

Insert point in path ............................................ ~\ w; scissors tool 

Join two points ............................................................................ SCJ 

Lock element ............................................................................... 3Cl 

Magnify view size ................................................................... SC- lf\-

Move 45° ............................................................ .0 ···-~ "I arrow tool 
MovE dialog box, access ......................................... ~'~ arrow icon 
Move element specified distance ................................. ~, J,, ~, or't 

New document, create ................................................................ SCN 

Open existing document ............................................................. SCO 
Open with a new template ...................................................... 3€:~0 

Paint an element with stroke and fill ......................................... 3C I 
Paste element .............................................................................. SCV 
Paste in back of selected element ............................................... 3€: B 

Paste in front of selected element .............................................. 3C F 

Perpendicular line, create .................................... \, .Ol~ w;pen tool 
Preferences, specify .................................................................... 3C K 

Preview illustration .................................................................... SCY 
Print document ........................................................................... SCP 

Quit Adobe Illustrator 88 ............................................................ sea 
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/) 
,--~- Adobe Illustrator 88 

Keyboard Equivalents (3 of 4J 

Rectangle, draw from center ........................ ~-···~ wlrectangle tool 

REFLEcr dialog box, access ................................... ~!~ wlreflect tool 

Reflect vertically/horizontally ........................ !~. 0'~ wlreflect tool 

Rotate by 45° ................................................. :~. 0 ----~ "/rotate tool 

RoTATE dialog box, access ..................................... ~!" wlrotate tool 

Rulers, show/hide ....................................................................... agR 

Save illustration .......................................................................... ags 
SCALE dialog box, access ........................................ ~!~ w; scale tool 

Scale proportionally ....................................... ;~, 0 ---~ w; scale tool 

Select all elements ...................................................................... agA 
Select entire path .................................................. ~\ "/arrow tool 

Send .to back ................................................................................ ag-
SHEAR dialog box, access ....................................... ~!~ "'/shear tool 

Shear vertically/horizontally ........................ '~. 0 ---·~ "/shear tool 

Show all hidden elements .......................................................... ag4 
Smooth point, create ..................................................... ~ w; pen tool 

Smooth point, delete BCH ...................................... ~'~ on existing 
smooth point w; pen tool 

Square, create ............................................... o----~ "/rectangle tool 

Square, draw from center ......................... o~----~ "/rectangle tool 

ag command +-' return fJ1I keypad key 
0 shift ~ enter space bar 
~ option B escape Fl function key 
A control <EI delete l~ mouse click 
+I tab [B) fwd. delete ----~ mouse drag 
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r~ Adobe Illustrator 88 

Keyboard Equivalents (4 of 4) 

Transform again (duplicate) ....................................................... 3€0 
Type/edit selected text block ..................................................... 3€T 

Undo/redo last operation ............................................................ 3€Z 
Ungroup elements ....................................................................... 3€U 
Unlock all locked elements ........................................................ 3€2 

Zoom in tool, select temporarily ............................................... 00-
Zoom out tool, select temporarily ......................................... 00~-

Accurate for Adobe Illustrator 88, version 1.9.3 

00 command 4-1 return mill keypad key 
{} shift ~ enter - space bar 
~ option g escape Fl function key 
A control <El delete l~ mouse click 
+I tab ® fwd. delete ····tt mouse drag 
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rk· Adobe Illustrator 88 

Ten Hottest Tips 

<> Editing rectangles and circles. You may ungroup any 
simple shape created with the rectangle or ellipse tool. 
This allows you to manipulate each point in the shape 
individually or perform other manipulations. 

<> Adjusting the placement of templates. Templates in 
Illustrator always appear positioned relative to the 
center page tile (page 5) exactly as they are positioned 
relative to the MacPaint page. If you want to adjust the 
location of a template, or rotate or scale it, you must do 
so in MacPaint (or more conveniently, DeskPaint) be­
fore creating a new Illustrator document. 

<> Faking a grid. There are no grids in Illustrator. To set 
up a false grid that affects the movement of elements 
only, choose the PREFERENCES command and change the 
cursor arrow distance to the grid increment you de­
sire. Then use the arrow keys to move elements into 
the correct positions. 

o Changing point identity. To change an existing corner 
point to a smooth point (or vice versa), first click on 
the point with the scissors tool to split it into two 
endpoints. Next, choose the }DIN command and select 
the "Smooth point" or "Corner point" option from the 
resulting dialog. 

o Creating tick marks to simulate custom rulers. You 
may use the blend tool to create a series of tick marks 
that may be used for lining up elements or that may act 
as custom rulers. To establish the first and last marks 
in the series, draw a single vertical tick mark with the 
pen tool and option-drag a clone horizontally to an 
opposite location. Then select both elements, click on 
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each with the blend tool, and specify a number of 
steps in the BLEND dialog. If, after the blend is com­
pleted, you decide you need more or fewer tick marks, 
delete the blends and try again. Once you are satisfied 
with your horizontal series of tick marks, select them 
all, option-click with the rotate tool at the base of the 
first tick mark, enter 90°, and click the CoPY button to 
establish an identical vertical series of tick marks. 

o Easy bar charts. To create a bar chart, begin by draw­
ing a series of "dummy" bars with a consistent height 
and width. First, click with the rectangle tool and en­
ter the height and width you desire. Keep in mind that 
the height should represent an even number of units, 
such as 10, 100, 1000, and so on, based on the magni­
tude of your chart. Option-drag this rectangle horizon­
tally with the arrow tool to create a second bar, and 
choose TRANSFORM AGAIN repeatedly to create additional 
bars. Now you may change each bar to its proper height 
by option-clicking with the scale tool and entering a 
vertical enlargement value. For example, if your 
dummy bar represented 10,000 units and you needed 
to scale it to represent 15,460, you would enter a value 
of 154.6°k. 

o The ruler origin determines the placement of paste 
elements. When transferring elements between docu­
ments using the PASTE IN FRONT or PASTE IN BACK com­
mand to retain vertical and horizontal placement, you 
may find that the pasted element lands in a different 
spot than you anticipated. This is because both com­
mands operate in relation to the ruler origin. If place­
ment is important, make sure that the location of the 
ruler origin in the "cut from" document is the same as 
in the "paste to" document. 

• Round dashes. Illustrator allows you to create dashed 
lines by entering values in the PAINT dialog. If you 
select the rounded caps icon, your dashes will have 
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rounded ends. To create a series of perfectly round 
dashes, select the rounded caps icon, enter o for the 
first "Dashed" option, and then enter a gap value that 
is a few points larger than the line weight, so that the 
round dots don't touch. 

• The ruler origin also affects tile placement. Pattern 
tiles are positioned and transformed relative to the 
ruler origin. If you change the ruler origin at any time, 
you run the risk of affecting the placement of patterns 
within filled elements. If you want a pattern to begin 
exactly at some point within a shape, you may move 
the ruler origin to that location. 

• Stroking a clipping path. When you create a clipping 
path in Illustrator, you may notice in the preview mode 
that the elements that fill the path overlap not only the 
fill but also the stroke of the masking object. To retain 
the stroke, copy the masking object and paste it in 
front of the foremost fill element. Then choose the 
PAINT command, choose "None" for the fill, and dese­
lect the "Mask" option. Finally, group all elements 
that make up the clipping path (including the fore­
most stroked element) to finish the effect. 

The fill elements of a clipping path will overlap the stroke 
of the masking object as shown on the left. In the second 
example, we copy the stroke and paste it in front. 
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• Aldus FreeHand 

Toolbox 

Arrow 

Rectangle 

Ellipse 

Freehand 

Knife 

Comer 

Rotate 

Scale 

Trace 

Type 

Rnd. corner 

Line 

Combination 

Curve 

Connector 

Reflect 

Skew 

Zoom 

l~ to select, ····~ to move 

·--~ to draw rectangle 

···-~to draw ellipse 

---~to draw freehand line, x···-~ to erase 

(~ to split segment 

~~ to create comer point 

·--~ to rotate, ~\ to display dialog 

···-~ to scale, ~\ to display dialog 

···-~to trace bit-mapped image 

\ to create block of type (not used to edit) 

----~ to draw rectangle with round comers 

···-~ to draw straight line 

\ for comer point, ·--~ for curve point 

\ to create curve point 

\ to create connector (tangent) point 

·---~to flip,~\ to display dialog 

---~ to slant, ~\ to display dialog 

\ to magnify page, ~\ to demagnify 
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a Aldus FreeHand 

Menus 
• ~Edit Ulew Element T!Jpe flll Line Color J 

:;::;::. :: 111!111 IIIIIBII 
_____ ~u!lln~do~U-as""'t_a_c.,..,U-on""') _ __,•.,..,z'"' ,.II!!W!!!In•dl!loL..w-s--~ ... .ll'""'o-o""'lb,....o-H---. 

Close Redo (last undo) •Y "Info bar 
saue •s ----------
saue as... Cut •H 
Reuerl Copy •c 
Document setup ••• 
Preferences ••• 

-·-·----------
Page setup ••• 
Prtnt... •P 

1---·"-'" ............ _____ ,,,,,,,_, .. 

Place ••• 
EHport ••• 

Quit 

Lotte 
Unlock 
&roup 
Ungroup 

Rllgnment ••• 
Constrain ••• 

Paste •u 
Clear 

Cut contents 
Paste Inside 

Select all 
Duplicate 
Clone 

Moue ... 
Transform again 

Brtng to front 81F 
Bring forward 
Send backward 
Send to back 818 

Blend ••• 

Halftone screen ••• 

Set note ••• 

81M 

•• 

scale • hl-------1 
,Preulew •K 

Layer control ••• 
...aaclcground 

Rulers 81R 
....Snap to grid 81; 

Aiuldes 
....Snap to guides 

Lotte guides 

.tDocument I 
Document 2 

Fit In window aw 
---------
12.5'~ 
25~ 
50~ 8C5 
100~ ICI 
20D~ 8C2 
400~ 8C4 
BOD~ 818 
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a Aldus FreeHand 

Menus 

.~None 

Basic ••• 
Graduated ••• 
Patterned ••• 
PostScript ••• 
Radial ••• 
nled ••• 

Named filii 
Named fill2 

None 
Character fill ••• 
Fill and stroke ••• 
Heauy 1'-=:=:..:.:::;=..a 
Oblique 
Outline 
Shadow 
Zoom teHt ••• 

None 
.IBaslc ••• 

Patterned ••• 
PostScript ••• 

Named line t 
Named line 2 

81H 

Named color 1 
Named color 2 
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• Aldus FreeHand 

Keyboard Equivalents ( 1 of SJ 

Actual view size (100o/o) ............................................................. sgl 
Align elements ............................................................................ sg/ 
Arrow tool, select temporarily ...................................................... sg 

Bring to front ............................................................................... sgf 

Cancel screen preview ................................................................ sg. 
Circle, create ..................................................... -Q- •••• Jt w; ellipse tool 

Circle, draw from center ............................... -o-~·-··Jt w; ellipse tool 

Clear element ................................................................................ <BJ 

Clone element ............................................................................. sg= 
Combination tool, select ................................................................ 6 

Compress type ................................... ~--··Jt corner handle w; arrow 

Connector point, add BCH .................................. ~--··Jt on existing 
connector point w; arrow tool 

Connector point, create ...................................... '~ w; connector tool 

Connector tool, select ..................................................................... 0 

Copy element .............................................................................. sgc 
Comer point, add BCH ................... ~---Jt on existing corner point 

"1 arrow tool or ~--··Jt w; combination tool 

Comer point, create ................................................. \ w; comer tool 
or \ "1 combination tool 

Comer tool, select ........................................................................... 9 

sg command ..... return llml keypad key 
-(} shift ~ enter - space bar 
~ option 0 escape Fl function key 
A control <BJ delete ~~ mouse click 
+I tab ® fwd. delete ····Jt mouse drag 
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• Aldus FreeHand 

Keyboard Equivalents (2 of 5) 

Curve point, create .................................................... \ w; curve tool 
or·-·" w; combination tool 

Curve tool, select ............................................................................ 8 

Cut element ................................................................................. XX 

Demagnify view size ........................................................... X~-\ 

Deselect all elements .................................................................... +1 
Deselect all points, paths remain selected .................................... -

Distribute elements ..................................................................... X I 
Duplicate last transformation ..................................................... XD 

Edit color ..................................................................................... XH 
Edit fill ......................................................................................... XE 
Edit line (stroke) .......................................................................... ~L 

Edit type ............................................................................ ~! or!~\ 

Eight times actual view size (800%) .......................................... ~8 

Element info (custom dialog) ....................................... XI or~!~\ 

Ellipse, draw from center ................................. ~····" w; ellipse tool 

Ellipse tool, select .......................................................................... 3 
Expand type ....................................... ~ .... " corner handle w; arrow 

Extend a path ........................................................ " w; freehand tool 

Fit in window .............................................................................. XW 

Four times actual view size (400%) ........................................... ~4 

FREEHAND dialog box, access .............................. l~ \ freehand icon 

Freehand tool, select ...................................................................... 5 

Group elements ........................................................................... XG 

Half actual view size (50o/o) ........................................................ XS 

Hand tool, select temporarily ....................................................... -
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8 Aldus FreeHand 

Keyboard Equivalents (3 of 5) 

Insert point in path ............................................. \ w; any point tool 

Join two points ............................................................................ 3€J 
Join type to a path ....................................................................... 3€J 

Kern type, delete 1Ao em ......................................................... 3€.0+-
Kern type, delete 1Aoo em ................................................ 3€® or3€+-
Kern type, insert 1/to em .......................................................... 3€.0~ 

Kern type, insert 1/too em ............................................. 3€0® or3€~ 
Key line mode, toggle ................................................................. 3€K 
Knife tool, select ............................................................................. 7 

Leading, adjust ........................................... ···-~ top handle w; arrow 

Letter spacing, adjust ................................ ····~ side handle w; arrow 

Line tool, select .............................................................................. 4 

Magnify view size ................................................................... 3€- \ 
Move 45 o ............................................................ .0 ·---~ w; arrow tool 

MoVE dialog box, access ............................................................. 3€M 
Move information bar ............................................ ·--~ "'/arrow tool 

Move point while creating ..................................... ·--~ w; point tool 
or sg---~ w; combination tool 

New document, create ................................................................ 3:CN 

3€ command +-' return l§il keypad key 
"(} shift ~ enter - space bar 
~ option g escape Fl function key 
A control <!] delete \ mouse click 
+I tab [!) fwd. delete ···-~ mouse drag 
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8 Aldus FreeHand 

Keyboard Equivalents (4 of SJ 

Open existing document ............................................................. ago 

Paste element ............................................................................. ,agv 
Perpendicular line, create ..................................... .0 ····It "'/line tool 

Preview mode, toggle .................................................................. ag K 

Print document ........................................................................... ag P 

Quit Aldus FreeHand .................................................................. ago 

Rectangle, draw from center ........................ ~--··It "'/rectangle tool 

Rectangle tool, select ...................................................................... 1 

Redo last undone operation ........................................................ agy 
REFLECT dialog box, access ................................... ~\ "'/reflect tool 

Reflect vertically /horizontally .......................... .0 ·---~ w; reflect tool 

Rewrap type .......................................... ····It corner handle '"/arrow 

Rotate by 45° ...................................................... o····~t "'/rotate tool 

ROTATE dialog box, access ..................................... ~\. '"/rotate tool 

Round corner tool, select ............................................................... 2 

Rulers, show/hide ....................................................................... agR 

Save an illustration ..................................................................... ags 
ScALE dialog box, access ........................................ ~!~ w; scale tool 

Scale grouped element ..................................... ····~ handle w; arrow 

Scale paint or TIFF image 
for optimal printing ...................................... ~-·-It handle w; arrow 

Scale proportionally ............................................ 0 ····It '"/scale tool 

Scale type ....................................... o~·---~ corner handle w; arrow 

Select all elements on active layer ............................................. agA 
Select entire words ................................. rf\- \ word, .... It over others 
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a Aldus FreeHand 

Keyboard Equivalents (5 of 5) 

Send to back ................................................................................ X B 

· Send to layer ............................................................................... X-

SKEW dialog box, access ......................................... ~\ w; shear tool 
Skew vertically/horizontally ............................. .0 ····tt w; shear tool 
Snap to grid (activate grid) ......................................................... X: 

Square, create ............................................... 0 ····It w; rectangle tool 
Square, draw from center ......................... o~····tt w; rectangle tool 

TRACE dialog box, access ........................................... (~ \ trace icon 
Transform again .......................................................................... X • 

Twice actual view size (200%) ................................................... X2 

Type specifications ..................................................................... XT 
Type tool, select ............................................................................. A 

Undo last operation .................................................................... XZ 
Ungroup elements ....................................................................... XU 

Word spacing, adjust .......................................... ~-···It side handle 

Zoom in tool, select temporarily ............................................... X-
Zoom out tool, select temporarily ......................................... X~-

Accurate for Aldus FreeHand, version 2.02 

X command +-' return IS!) keypad key 
.0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <El delete \ mouse click 
+I tab ID fwd. delete ····Jt- mouse drag 
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a Aldus FreeHand 

Ten Hottest Tips 

<> Trying to select that evasive element. One of the most 
irritating features of FreeHand is that you cannot se­
lect an element while a larger element is selected in 
back of it. Therefore, when selecting multiple elements, 
always start at the foremost, smallest element and work 
backward. If you need to deselect an element but there 
is no empty place to click without demagnifying the 
view size, simply press the TAB key. This deselects all 
elements. 

<> Selecting multiple paths without highlighting their 
points. When selecting multiple elements-but not all 
elements-on a page, the simplest method is to mar­
quee by dragging with the arrow tool. In FreeHand, 
however, marqueeing selects paths and their points, 
slowing down the screen refresh speed. In such a case, 
press the tilde key (-) to deselect points while leaving 
their respective paths selected. 

<> Ungrouping simple shapes. As in Illustrator, you 
may ungroup any simple shape created with the 
rectangle or ellipse tool. This allows you to manipu­
late each point in the shape individually or perform 
other manipulations. 

<> Moving the information bar. You may relocate the 
information bar by dragging it to a new location. 

o Determining the center of a radial fill. Gradient fills 
defined using the RADIAL command must always begin 
in the center of a path. If you want to create a highlight 
that begins elsewhere, draw a larger shape that com­
pletely covers your path, and fill it with a radial grada­
tion. Then position the center of the shape relative to 
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your path. When you are satisfied, cut the shape, se­
lect your original path, and choose the PASTE I NSIDE 

command. This clips the radial fill so that the high­
light begins at the location defined by the larger shape. 

Radial fills in FreeHand always emanate from the center 
of a shape. To alter this, pasle a large shape filled wit.h a 
radial gradation into a smaller clipping path. 

¢ Quickly accessing element information. In version 1.0, 
you could double-click an element to produce the ap­
propriate information dialog box. To the dismay of 
many users, however, you could just as easily display 
the dialog if you selected an element and then clicked 
again to begin dragging it. The problem has been reme­
died in version 2.0, but this somehow went undocu­
mented. You must now press the OPTION key when 
double-clicking. 

¢ Aligning to a locked element. Never try to align ele­
ments by hand or by using the grid; it isn't worth the 
effort. Instead, first lock one element that you wish to 
remain stationary. Then select the elements you wish 
to line up in relation to the locked element-avoid se­
lecting individual points-and choose the ALIGNMENT 

command. 
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• Saving default settings: To customize FreeHand's 
default settings, create a new document, change any 
settings you desire, and save the document as an ap­
plication template called Aldus FreeHand Defaults. 
This replaces the existing defaults file that the applica­
tion consults when creating any new document. 

• Predefined PostScript fill and stroke routines. 
FreeHand's UserPrep and Advanced UserPrep files con­
tain definitions for easy-to-access PostScript fill and 
stroke procedures. Try this out: Select a shape, choose 
PosTSCRIPT from the FILL menu, and type "0 255 noise" 
into the large entry area. PostScript procedures don't 
appear correctly on the screen, so you'll have to print 
your illustration to see how it looks. (If you get an 
error, check to see that the UserPrep file is in the same 
folder as FreeHand.) Next, try selecting a line and 
choosing PosTSCRIPT from the LINE menu. Type "{ball} 
15 15 0 0 newrope" and see how that prints. Other 
procedures may be accessed by changing the name of 
the Advanced UserPrep file to "UserPrep." Then you 
may try typing "(coarse-gravel) 0 texture" into the 
PosTSCRIPT FILL dialog, and printing it out. Over 
40 procedures are available. To learn more, open the 
Advanced UserPrep file in a word processor and read 
the first few pages. All of the text preceded by percent 
signs (0/o) describes how the various procedures may 
be applied. 

• Coloring a PostScript fill or stroke. To apply a process 
color to a PostScript effect, enter numbers in brackets 
where you would normally include 0 or 1 to specify 
the gray value. For example, "{ball} 15 15 0 [.5 .4 .3 .2] 
newrope" means to color the line with 50 percent cyan, 
40 percent magenta, 30 percent yellow, and 20 per­
cent black. "{ball} 15 15 0 [.5 (purple)] newrope" ap­
plies a 50 percent tint of the spot color "purple" (defined 
in the current document) to the same line. 



~ Canvas 

Arrow 

Type 

Line 

Rectangle 

Rnd. corner 

Oval 

Arc 

Free form 

Polygon 
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\ to select,·---~ to move,~----~ to clone 

r~ to set text origin, ····~ across type to edit 

····~ to draw straight line 

····~ to draw rectangle 

···-~ to draw rectangle with round corners 

·---~to draw ellipse 

----~to draw quarter ellipse 

·---~ to draw smoothed polygon 

\ to create corners for geometric polygon 

Bezier curve \ for corner point, ----~ for smooth point 

Alignment 

Lasso* 

Marquee* 

Airbrush* 

Paintbrush* 

Paint can* 

Pencil* 

Eraser* 

\ on icon to align elements via dialog 

·---~ to select irregular portion of bit map 

·---~ to select rectangular portion of bit map 

----~ to generate random spray of pixels 

·---~ to draw free-form lines in brush shape 

·--·~ to fill area with current pattern 

----~ to draw or delete free-form lines 

·---~ to delete general portions of bit map 

Bit-map edit ----~to determine size of new bit map 

Hand 

Zoom 

Effects 

----~ to move page with respect to window 

\ to magnify page, 0\ to demagnify 

·---~ on icon to display menu of commands 

* Applicable to bit maps only 
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~ Canvas 

Tool Menus (~'it tool icon to display) 

• A eft 
Center 
Rl ht • • 

IH • • / ' • • / ' 
• • / ' . [] 

Rotote go• 

X X • • • <> 0 ey 
flip Horizontal 
flip Uertlcol 
flip Both AMes 

Menus 
r • IIIJII Edit TeNt Object logout Effects Metro Windows l 
~ New XN 11111!1 
~ Open... XO ~u·ndll!lol..::c=-r-eo....,.t-e --,x=z=-t. r--::P-os-=t-e..,.ln"'""f=-r-on-:t:----. 

·····-·····-··-··-··-····-·· 
Close 

~ Soue xs 
~ Saue as ... 

Saue Lager os ... 
Reuert 

·--·-·---·-··--·~·-··-· 

~ Page Setup 
~ Print XP 

Print Selection 
Print Loyer ... 

-·--·-·-·-·-·--··---•·•-••••••••r 
~ Preferences 

Show Clipboard 
------·-

~ Quit •a 

Cut 
Copy 
Paste 
Clear 
Edit Special 

Peste In Bock 
XH Peste Picture Object 
XC ·· 
xu Copy ot 2H 

Copy ot 4H 
Copy ot OH 

Select Rll XA 
Oupllcote XD 
Duplication... XW 

Brush Shapes 
Brush Editor ... 

Patterns ... 
Spray .. . 
Pens .. . 
Rrrows ... 

~ indicates commands that also appear in Canvas DA 
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Menus 

Plain teHt 
Bold 
/111Hr. 
ll1l.liJll:l1nJ 
~ 
mmllJXIg 

lowercase 
UPPERCASE 
Title 

Object ••• 
Sc:ele ••• 
Rllgn ••• 

~ Group 
~ Ungroup 

lock 
Unlock 

XY 

KG 
MU 
XL 

~ Edit Polygon ME 
~ smooth Polygon 

UnSmooth Potygan 
Split Pol ons M' 

Chicago 
Courier 
Geneua 
Heluetlca 

6 
0 
10 
om 
14 
19 
20 
24 
30 
36 
49 
60 
72 

Restore Orl lnal 

Drawing Software • 2 5 

Display 
New Utew 
Ulews 

Layer Manager 
Layers 

Snap to Grid 
.~Guides 

Show Grid lines 
Grids ••• 

Show Size 
Hide Info Manager 
Show Page Breaks 
Drawln Size ••. 

Wire Frame XI 
Postscript X2 

.-QulckOrew X3 

HomeUiew 
Reduce to Fit 

Custom ulew #I 
Custom ulew #2 

XM 

~ indicates commands that also appear in Canvas DA 
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~ Canvas 

Keyboard Equivalents ( 1 of 4) 

Access last drawing tool used ...................................................... 3€: 
Add point to polygon .......................................... ~\ while editing 

Add selected element to macros* .............................................. 3€:A 

Alignment manager·······························~· 3€:Y * orr~ alignment icon 

Bold text .................................................................................. 3€:-Q-B 
Bring to front ............................................................................... 3€: F 

Cancel screen redraw .................................................................. X . 
Circle, create ......................................................... 0 ··-·~ "'/oval tool 

Circle, draw from center .................................. .o~··--~ "'/oval tool 

Clear element ................................................................................ <El 

Clone bit map ............................................................ ~---~ element 
(element must be lassoed or marqueed) 

Clone object ....................................................... ~---·~ "'/arrow tool 

Compress type ............................................... ag····~ handle w; arrow 

Copy element .............................................................................. 3€:C 
Crop bit map ..................................................... ····~ handle w; arrow 

Cut element ................................................................................. 3€:X 

Delete point from polygon .............................. .0~\ while editing 

Draw with bit map ................................................. x~----~ element 
(element must be lassoed or marqueed) 

Duplicate element ....................................................................... XD 
Duplication manager* ................................................................. XW 

Edit polygon .............................................. X E or~\ polygon icon 

Ellipse, draw from center ..................................... ~----~ w; oval tool 

Expand type ................................................... ag·---~ handle "'/arrow 

Group elements ........................................................................... 3€:6 
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~Canvas 

Keyboard Equivalents 12 of 4) 

Hand tool, select temporarily ....................................................... -

Hide all layers except current* .................................................. sg4 
Home view (upper left of layer #1} ......................................... sg~H 

Increase type size by one point .............................................. sg {} > 
Italic text .................................................................................. sg {} I 

Lock element ............................................................................... sg L 

Magnify/demagnify view size ...................................... sgl~ ''/pencil 

Move bit map 45° ..................................................... -o···-~ element 
(element must be lassoed or marqueed) 

Move element single pixel ......................................... ~, .J,, +-, or 1' 
Move element 10 pixels .......................................... sg~ • .J., +-, ort 
Move element 50 pixels .......................................... ~~, .J., +-, or 1' 
Move object 45° ......................................................... -o···-~ ''/arrow 

New document, create ................................................................ sgN 

Object manager* .......................................................................... sg I 
Open ellipse ................................. Xl~ arc icon,·--~ round handle 

Open existing document ............................................................. ago 

* Not available in Canvas DA 

sg command +-' return ~ keypad key 
{} shift ~ enter - space bar 
~ option g escape Fl function key 
A control @ delete r~ mouse click 
+I tab 19 fwd. delete ·---~ mouse drag 
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~Canvas 

Keyboard Equivalents (3 of 4) 

Paste element .............................................................................. OOV 
Peel away ruler ............................................... ····~ on ruler w; arrow 
Perpendicular lines, create ................................... 0 ···-~ w/Jine tool 
Plain text .................................................................................. 00 0 P 

PostScript display (print preview)* ........................................... ~2 

Print document ........................................................................... 00 P 

Quarter circle, create .............................................. 0 ···-~ w; arc tool 

QuickDraw display (normal)* .................................................... 003 
Quit Canvas ................................................................................. 000 

Rectangle, draw from center ........................ ~----~ "'/rectangle tool 

Redraw screen image .................................................................. OOK 
Reduce to fit (in window) ....................................................... OO~R 

Reduce type size by one point ................................................ 00 0 < 
Rewrap type ...................................................... ···-~ handle w; arrow 

Rotate element 90°* .................................................................... 00 R 

Save drawing ............................................................................... 00 S 

Scale bit map ............................... oo---~ corner of marqueed image 
Scale object ....................................................... ····~ handle w; arrow 
Scale type ................................................... ooo···-~ handle w; arrow 
Select all elements on active layer ............................................. OOA 
Select contiguous area in bit map .................................. \ r~ w11asso 
Select entire bit map ........................................... \ ~i\- marquee icon 
Select entire words ................................ ~i\- r~ word, ···-~ over others 
Select irregular white space ....................................... ~----~ w; lasso 

Send to back ................................................................................ OOJ 
Set width of text block ............................................. ···-~ w;type tool 

Show all layers* .......................................................................... 00 5 
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~ Canvas 

Keyboard Equivalents (4 of 4) 

Shrink marquee to bit map ................................... ag----~ w; marquee 

Shuffle down (backward) ........................................................... ag] 
Shuffle up (forward) ................................................................... ag [ 
Smooth polygon ...................................................................... ago-
Split/bind polygon* .................................................................... ag' 
Square, create ............................................... o·---~ IV/ rectangle tool 

Square, draw from center ......................... o~----~ Wfrectangle tool 

Switch to custom view number [#] ...................................... ag~[#] 

Type size, change ...................................................... 0 rJt. type icon 

Type, edit specifications ................................. agr or rJt. ;~ type icon 

Typeface, change ........................................................ 3€rJt. type icon 

Underline text ......................................................................... 3€0U 
Undo/redo last operation ............................................................ agz 
Ungroup elements ....................................................................... 3CU 
Unsmooth polygon .................................................................. ago-

Wire-frame display (key line)* ................................................... agl 

* Not available in Canvas DA 
Accurate for Canvas, version 2.1 

ag command +-' return 
0 shift ~ enter 
~ option g escape 
A control <El delete .. , tab [&) fwd. delete 

mill keypad key 

- space bar 
Fl function key 
(Jt. mouse click 
····It mouse drag 
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~ MacDraw II 

Toolbox 

Arrow 

Type 

Line 

Rectangle 

Rnd. corner 

Oval 

Arc 

Free form 

Polygon 

Note 

\ to select element, ····It to move 

\ to set text origin, .... It across type to edit 

.... It to draw straight line 

.... It to draw rectangle 

··-It to draw rectangle with round corners 

.... It to draw ellipse 

.... It to draw quarter ellipse 

.... It to draw smoothed polygon 

l~ to create corners for geometric polygon 

(1\- to determine placement of stick-on note 
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~ MacDraw II 

Menus 
Edit Layout 

XN 
MO 

acw 
acs 

Arrange Pen 

111111 
Undo 

-·---··---·-·---
Cut 
Copy 
Paste 
Clear 

1----·--·--· ·-··-
Duplicate 
Select All 

font Size style 

acz Check Rll ... .. 
Check Loyer ••• 

XH Check Selection ••• 
ace .-----·-""""-"··-·-·-·-·-·-··--···"'' 
xu Spell Word ••. 

Spelling Options ••• 
·-·-.. -·-· .. -·····-·-···-·~·--···-.. ····--···-

XD Install Dictionaries ••• 
MR User Dictionary ••• 

MP -················--··--·--·-·-·-
Round Corners ••• 

Quit aco Reshape ICR 
Smooth ICE 
Unsmooth 

Spelling 

Show Clipboard 

Layers .•. 
Rulers ••• 
Patterns ••• 
Preferentes ••• 
Drawing Size ••• 

Rotate ItT 
Flip Horizontal 
flip Uertlcal 

Fit To Window 
set mew ••• 

ICM 

.,f&eneuo 
Heluetlca 
Moneta 
New York 
Times 
Uenlce 

-·-·--·-·--~-

fonts ••• -'Single Spate 
Set St le Double Space 

2 pt. Space 

Font Sizes ••• 
Line Spatln ••• 

MG 

A'laln TeHt 
Bold ICB 
/111/ir •• 
1I.WliJ:llnJt acu 
IDJJillltml 
mlmll!I!D 

--·-----· 
.II. eft 

Right 
Center 
Justified 

lowercase 
UPPERCASE 
nue 

A'lain Line 
Dashed Line 
Rutosize Line 
Arrow At Start 
Rrrow At End 
Arrow At Both Ends 

Pens ••• 
Dashes ••• 
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~ MacDraw II 

Keyboard Equivalents ( 1 ot 3) 

Access last tool used ........................................................ sg_ or~ 
Add point to polygon .......................................... ~~ during reshape 

Bold text ...................................................................................... sgs 

Change default setting ..................................... sg choose command 

Change rulers ................................................ ~(~ ruler number box 

Check all spelling ........................................................................ sg= 
Check spelling of selection ..................................................... 3&0= 

Circle, create ......................................................... 0 ----It "'/oval tool 

Clear element ................................................................................ <EJ 

Close document ........................................................................... sgw 
Copy element .............................................................................. sgc 
Current view size/tOO%, toggle .............................................. sgoM 
Cut element ................................................................................. sgx 

Delete point from polygon ............................... ~'"' during reshape 
Demagnify view size .................................................................. SC+-
Down one layer/previous slide .................................................. sg-1, 
Duplicate element ....................................................................... sgo 

Fit to window view size ............................................................. SCM 

Group elements ........................................................................... sgG 

Help .................................................................................. sg/ or HELP 

Italic text ...................................................................................... sg I 

Lock element ............................................................................... sgH 

Magnify view size ...................................................................... sg~ 

Move backward ........................................................................... SCJ 
Move fonvard .............................................................................. sg F 
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~ MacDraw II 

Keyboard Equivalents (2 of 3) 

Move to back ........................................................................... XOJ 
Move to front ........................................................................... X 0 F 
Move window to back ............................................................. XOW 

New document, create ................................................................ XN 
New layer or slide, create ....................................................... XON 
Nonsmoothing comer ..................................... ~\\ w; polygon tool 

Open as library ........................................................................ X 00 
Open existing document ............................................................. XO 

Page setup ................................................................................ XOP 
Paste element .............................................................................. XV 
Perpendicular line, create ..................................... 0 .... ~ "'/line tool 

PREFERENCES dialog, access ..................................... 'ft. rft. center icon 

Print document ........................................................................... XP 
Print one copy ......................................................................... X~ P · 

Quit MacDraw II .......................................................................... XQ 

Rescale when pasting .............................................................. X.OV 
Reshape polygon ......................................................................... XR 
Rewrap type ...................................................... ···-~ handle w; arrow 

Rotate element 45° ........................................ .0 .... ~ during rotation 

RuLERs dialog, access ................................................... \ rft. on ruler 

X command +-' return !lml keypad key 
0 shift ~ enter - space bar 
~ option B escape Fl function key 
A control <EJ delete !ft. mouse click 
+I tab [B) fwd. delete .... ~ mouse drag 
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~ MacDraw II 

Keyboard Equivalents (3 of 3) 

Save as different name or location ......................................... M .0 S 
Save drawing ............................................................................... ~5 
Scale object ....................................................... ·-·~ handle w; arrow 

Select all elements in document ............................................ ~.OA 

Select all elements on active layer ............................................. ~A 

Select element on other layer ....................................... ~\ w; arrow 

Select tool permanently .............................................. (it\ tool icon 

Smooth polygon .......................................................................... ~E 
Square, create ............................................... .0 ····~ "'/rectangle tool 

Switch to custom view number[#) ........................................ ~[//] 

Turn autogrid on/off ................................................................... ~Y 

Underline text ............................................................................. ~U 
Undo/redo last operation ............................................................ ~Z 

Ungroup elements ................................................................... M.OG 

Unlock element ....................................................................... SC.OH 

Unsmooth polygon .................................................................. ~.OE 

Up one layer/next slide .............................................................. ~t 

View element while transforming .......................................... ag··-~t-

Accurate for MacDraw II, version 1.1 

~ command ..... return 111m keypad key 
-o shift ~ enter - space bar 
~ option g escape Fl function key 
A control (!) delete \ mouse click 
+I tab [B) fwd. delete ··-It- mouse drag 
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fm MacDraw II 

Ten Hottest Tips 
o Using the same tool twice. When selecting a tool, 

double-click the icon if you wish it to remain selected 
after drawing. The icon will appear reversed. 

o Line patterns. You may fill a line or the outline of a 
shape with a pattern by pressing the OPTION key and 
clicking on the pattern while the element is selected. 
This also works for coloring text, as long as the se­
lected pattern is a solid color. 

<> Paste it where you want it. To determine the place­
ment of pasted images, click on the page before past­
ing. The location where you click will determine the 
center of the Clipboard contents. Clicking also deter­
mines the center of a change in the view size. 

<> Editing the Scrapbook. MacDraw may be used to edit 
any image saved to the Scrapbook, regardless of where 
it originated. Text saved to the Scrapbook may be ed­
ited, even if it was saved with other graphic elements. 

<> Choosing a view. Name the most common view sizes 
you use by choosing the SET VIEw command. View 
names are listed at the bottom of the LAYOUT menu and 
may be accessed from the keyboard (coMMAND-1, 
coMMAND-2, and so on). You might save this document 
as "Stationery" and use it to create other images. 

<> Selective printing. MacDraw always prints all layers 
up to and including the current layer. If you only want 
to print one layer, send that layer to the bottom, go 
down to it, and print. 

o Drawing cylinders. To draw a cylindrical object like a 
pipe, column, or can, select the "Round ends" option 
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in the RouND CoRNERS dialog box. Then draw the object 
with the round-corner tool. 

You can create cylindrical objects like these smokestacks 
by selecting "Round ends" in the RoUND CoRNERS dialog. 

<> Creating many-sided lines. To prevent a polygon from 
closing when creating points close to the first point, 
press the OPTION key. 

• Creating pie charts. To create a pie chart, draw an arc 
with the arc tool and choose the REsHAPE command. 
The current pattern will fill the arc as though a slice of 
pie has been taken from it. 

• Sharp corners in a smoothed polygon. For sharp cor­
ners in a smoothed shape or line , overlap one point 
onto its neighbor. To make two points coincident while 
creating a shape, option-double-click with the poly­
gon tool. 
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1\ SuperPaint 

Toolbox 

Arrow 

2-layer select 

Hand 

Type 

Perp. line 

Line 

Rectangle 

Round corner 

Oval 

Polygon 

Multigon 

Arc 

Freehand 

Marquee* 

Free select* 

Oval select* 

Poly select* 

Lasso* 

Free bit map* 

Paintbrush* 

Paint can* 

Pencil* 

Eraser* 

;Jt to select, ----~ to move 

····~ to select images on both layers 

·---~ to move page in window 

\to set text origin,·---~ across to edit 

···-~ to draw horizontal or vertical line 

·---~to draw straight line at any angle 

···-~ to draw rectangle 

···-~to draw rectangle with round corners 

···-~to draw ellipse 

;-~to create corners for geometric polygon 

···-~to draw equilateral polygons 

···-~to draw quarter ellipse 

·--~ to draw freehand lines 

·--~to select rectangular bit map 

···-~ to select free-form portion of bit map 

·---~ to select elliptical portion of bit map 

···-~ to select polygonal portion of bit map 

···-~ to select irregular portion of bit map 

····~to draw free-form bit-mapped lines 

····~ to draw free-form lines in brush shape 

···-~ to fill area with current pattern 

···-~ to draw or delete free-form lines 

···-~ to delete general portions of bit map 

* Applicable to bit maps only 
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1\ SuperPaint 

Menus 

Geneua 
Heluetlca 
Monaco 
Symbol 
Times 

Cut 
Copy 
Paste 
Cleor 
Select Rll 
Cut to Drawing 
Copy to Drawing 

Duplicate XD 

xo 

Tile 

Replicate ••• 

Rllgn to 6rld 
Nud e 

Stack 
ouerlop 
run sueen 

Zoom In 
Zoom Out 

>~Document I 
Document 2 

XL 
XH 
~ 
~ 

xr 

•• xz 

Tools: 
Uertlcal 

.~Square 

Horizontal 

l'nttNns: 
Uertlcal 
Square 

.IHorlzontol 

Grid It Rulers ••• 
Rrrows ••• 
Dashes .•• 
Patterns ••• 
Brush Shapes •.• 
Multlgon Sides ••• 
Round Comers ••• 

Preferences ••• 
Capture Defaults 

>~No Rrrows 
Rrrow on Start 
Rrrow on lnd 
Rrrows on Both 

.~Not Dashed 
Dashed 

Stole Selection ••• 
Rotate Selection ••• 

Flip Horizontal 
Flip Uertlcol 
Rolate Left 
Rotate Right 

Free Rotate 
Slant 
Stretch 
Distort 
Perspectlue 

Remoue Transformations 
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1\. SuperPaint 

Menus 

9 point 
10 

.tt~m 
14 
18 
24 
56 
48 
12 
Other(6) ••• 
Smaller 
Larger 

Set Pattern 

Rllgn Objects ... 
Object Info ••• 

Conuert to Bezler 
Bezler to Polygon 
Join Bezlers 
Bezler Settings ... 

.lllpaque 
Transparent 

.IUnloc:tc 
Lock 

.. 
·­KG 

RutoTrac:e 
RutoTrac:e Settings ••• 
New SuperBits ... 

lnuert 
Fill 
Trace Edges X\ 
Blended Fill ~ 
Diffuse 
lighten 
Darken 
Pickup 

Dual 
Radial 
Diagonal 
Center out 
Top to Bottom 

.ll.lne Pat to Fill Pat 
Use Current Patterns 

Bring to Front X• 
Send to Bac:k ac-

acu 
XHIIII....;.;;;;.;.a~;.:..;.:...........J 

Straight Segment 
....curue Segment 

18M 
881 

Hinge Point 
.ISmooth Point 

Close Curue 
Break curue 

Delete Point 
Rdd Point 

PAINT, DRAw, and RESHAPE menus alternate based on 
state of selection 
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~ SuperPaint 

Keyboard Equivalents ( 1 of SJ 
Actual view size (100°/o) ......................................................... ~.OR 

Actual view size/fat bits, toggle ................................... ~{~ ""/pencil 
or~~~~ pencil icon 

Actual/fit in window, toggle .................................... ~~~~hand icon 

Align objects ................................................................................ ~M 

Align objects, apply 
current settings ......................................... ~ choose AUGN OBJECTS 

Autotrace bit map ....................................................................... 3:CT 

Begin marquee 
on existing marquee ............................................. +r···tt n;t marquee 

Begin text block 
on existing marquee ................................................. ~~~ "/type tool 

Bold text .................................................................................. ~.08 

Bring to front ............................................................................... ~= 

Center text ............................................................................... ~.OC 

Change current layer ................................................................... 3:C I 
Circle, create ......................................................... .0 .... tt "1 oval tool 

Clear element ................................................................................ ® 

Clone bit map ............................................................ ~----tt element 
(element must be lassoed or marqueed) 

Close all documents .................. ~ choose CLOSE or~~~ Close box 

Close current document .............................................................. 3:CJ 
Compress type ............................................... ~-···tt handle w; arrow 

Copy element .............................................................................. ~C 

Custom leading, apply 
current setting ........................................... ~ choose CusToM(# pt) 

Custom type size, apply 
current setting ............................................. ~ choose OTiiER (# pt) 
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'f\ SuperPaint 

Keyboard Equivalents (2 of SJ 

Cut element ................................................................................. g X 

Cut to drawing/painting layer .................................................... gy 

Draw with bit map ................................................ g~····~ element 
(element must be lassoed or marqueed) 

Duplicate element ...................................................................... ,go 

Erase with half-sized cursor ..................................... ~----~ w; eraser 

Expand type ................................................... g····~ handle w; arrow 

Fill visible bit map only ......................................... ~\ w; paint can 

Fit in window .......................................................................... ~OW 

Free rotate around 
opposite corner .................................... choose FREE RoTATE, ~----~ 

Free rotate by 5° ............................... choose FREE RoTATE, ~o---·~ 

Free rotate by 15° ................................. choose FREE RoTATE, 0 ·---~ 

Full screen ................................................................................... g F 

Grid, activate/deactivate ......................................................... ~OG 

Grid, show/hide ...................................................................... ~OV 
Group elements ........................................................................... OOG 

Hand tool, select temporarily ....................................................... -
Hide/show all palettes ................................................................ gH 
Hide/show back layer ................................................................. gl 

g command 4--J return ~ keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <E1 delete ;ft. mouse click 
+I tab IB> fwd. delete ···-~ mouse drag 
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Y\ SuperPaint 

Keyboard Equivalents (3 of SJ 
Hinge/smooth point, toggle ................................. !~!~ point wfarrow 

Increase type size by 1 point ............................................... , .. sg'(}) 
Insert point in path ....................................................... ~~~ w; arrow 

Italic text .................................................................................. sg '(} I 

Lasso without tightening ............................................ ~--·It' w; lasso 

Left-justify text ......................................................................... sg'(}L 
Lines at 30° angles, create ................................. -o~····~t- w; line tool 

or polygon tool 

Magnify to 800% actual view size .......................................... sg '(} E 

Move bit map 45° ..................................................... '(}····It' element 
(element must be lassoed or marqueed) 

Move element single pixel ........................................... ~, J., +-, or t 
Move object 45° ......................................................... .oQ- ····~t- w; arrow 

New document, create ................................................................ sgN 
New page size ........................................................... ~ choose Nmv 

Object info ................................................................................... X I 
Open existing document .............................................................. sgo 
Outline text .............................................................................. X<Q-0 

Paste element .............................................................................. XV 
Perpendicular lines, create ............... --·It' w; perpendicular line tool 

or '(} .... It' "'/line tool or polygon tool 

Perspective, apply 
one side at a time ................................... choose PERSPECI'WE, .oQ-··-It' 
Plain text .................................................................................. X'(} P 

Print document ........................................................................... X P 
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1\. SuperPaint 

Keyboard Equivalents (4 of SJ 

Quarter circle, create .............................................. .0 ····~t- w; arc tool 

Quit SuperPaint .......................................................................... XQ 

Reduce type size by 1 point .................................................... X.O< 
Reshape polygon .................................................................. · ....... XR 
Rewrap type .......................................................... It- handle w; arrow 

Right-justify text ...................................................................... X.OR 
Rotate element, apply 
current settings ................................... ~ choose RoTATE SELECTION 

Rulers, show/hide ................................................................... X .OM 

Save all documents ................................................. ~ choose SAVE 

Save drawing ............................................................................... XS 

Scale bit map ............................... x----lt- corner of marqueed image 

Scale element, apply 
current settings ..................................... ~ choose ScALE SELECTION 

Scale object .................................................... x----lt- handle "'/arrow 

Scale type ................................................... -ox----~t- handle "'/arrow 

Select all elements on current layer ........................................... XA 
Select contiguous area in bit map .................................. rf\o 'f\- "'/lasso 

Select contiguous white area ...................................... X'f\- ;f\- "'/lasso 

Select entire bit map .................................... ;f\- ;f\- any selection icon 

Select entire words ................................ \ 'f\- word, .... It- over others 

X command ..... return [§] keypad key 
.0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control (g) delete ;~ mouse click 
+I tab ® fwd. delete .... It- mouse drag 
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Y\. SuperPaint 

Keyboard Equivalents (5 of 5) 

Select range of points .................................... ~~ point, .0 r-~ another 
Select/ deselect additional point .................................. ag\ ''1 arrow 
Send to back ................................................................................ ag-
Set width of text block ............................................. ·---~ w;type tool 

Shadow text .............................................................................. 00.05 
Shrink marquee to bit map ................................... oo···-~ WI marquee 

Square, create ............................................... .0 ····~ wlrectangle tool 

Tighten marquee to bit map ................................. ~----~ w; marquee 

Trace edges with 
shadow effect .............................................. .0 choose TRACE EDGES 

Trace edges without expanding ................. ~ choose TRACE EDGES 

Transparent pattern ........................................... sg···-~ w; paintbrush 

Underline text ......................................................................... 00-o-u 
Undo/redo last operation ................................................... OOZ or g 

Ungroup elements ....................................................................... OOU 

Zoom in ....................................................................................... OOE 
Zoom out ..................................................................................... OOW 

Accurate for SuperPaint, version 2.0 

ag command +-' return ~ keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control ® delete r~ mouse click 
+I tab 19 fwd. delete ·---~ mouse drag 
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1\ SuperPaint 

Ten Hottest Tips 

<> Getting the grabber hand while editing text. Like many 
programs, SuperPaint allows you to access the hand 
tool at any time by pressing the space bar. But to ac­
cess the hand tool while in the middle of entering text, 
press COMMAND-SPACEBAR. 

<> Closing all windows. To close all open windows, press 
OPTION and choose the CLOSE command or click in the 
Close box. To save all open windows, press the OPTION 

key and choose SAVE. 

<> Consistent custom leading. You may apply the current 
custom line spacing (leading) or type size to selected 
text by pressing OPTION when choosing the CusToM or 
OTHER command from the TEXT menu. 

<> Inverting a pattern. To invert a pattern, double-click 
the pattern to bring up the EDIT PATTERNS dialog. Then 
press the coMMAND key and click once in the pattern 
editing box (the right-hand of the two boxes). 

~ Adjustable airbrush technique. The effects of painting 
with the airbrush tool may be altered while painting, 
much as if you were using a real airbrush. To increase 
or decrease the flow rate, for example, press the period 
or comma key. To enlarge or reduce the spray area, 
press the plus or minus key. To specify a round nozzle, 
press the R key; to paint with a fading cursor, press the 
F key; and so on. 
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~ What does this plug-in do? To determine the purpose 
of any plug-in tool or command, choose ABOUT 
SUPERP AINT and click the PLUG-INS button in the resulting 
dialog box. This will produce a scrolling list of currently 
available plug-ins. Select a plug-in name and click on 
ABOUT to discover information on using and editing 
the tool. 

~ Reducing a bit map without gumming it up. When 
reducing a bit-mapped image, first transfer it to the 
drawing layer by choosing the CuT To DRAWING com­
mand so that it becomes a "SuperBits" object. Then go 
to the drawing layer (by clicking the compass icon in 
the toolbox) and reduce the bit map by dragging at one 
of the corner handles. This allows you to reduce the 
bit map without losing pixels, effectively increasing 
the resolution. 

~ Editing a high-resolution painting. To edit the pixels 
in a SuperBits image, choose EDIT SuPERBITs from the 
DRAw menu. 

• Repetitious plug-in tools. The Sprinkles plug-in in the 
SP Pouch folder actually includes six tools, all of which, 
except Bubblemaker, are duplicates of tools in the Other 
Plug-Ins folder. Use ResEdit to open Sprinkles and 
delete all references to tools other than Bubblemaker 
to avoid repetitious tools in your palette. 

• Creating your own plug-ins. Any plug-in tool that 
contains a CURS resource (short for cursor) operates 
by laying down a random pattern of icons. You may 
create your own custom plug-ins by duplicating a plug­
in file, such as Snowflakes, and opening the duplicate 
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in ResEdit. Then open the CURS resource and edit 
each of the icons as you see fit. You should also edit the 
SIGN resource to determine the appearance of the tool 
in the SuperPaint palette. You may even change the 
author's name in the TEXT resource so that your name 
will appear in the ABOUT dialog box. 

~!!;) ~-~'t:~ -A ;,.: ~-~,..,~. 

~&.:~ dd~- ~- ~ 
::.·.···~~ - ~::tt b 'lt. 

. ~ -~~:" ~~ 

~~~ --

We created this sea life plug-in tool by editing the CURS 
resource of an existing plug-in with ResEdit. 
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File· Managers 
File management has neither the glamor of computer 
graphics and desktop publishing, nor the obvious 
necessity of word processing. As a result, file manage­
ment on the Mac is often ignored. 

But when properly used, file managers make it easy to 
organize large amounts of data, turning data into infor­
mation and enabling you to make informed decisions 
and manage complex tasks. 

The common metaphor used to describe file managers 
is the index-card catalog. But unlike the simple index 
cards on which you might keep your favorite recipes 
or the names and phone numbers of your friends and 
colleagues, file managers provide the tools to quickly 
generate custom reports, sort data on multiple fields, 
and import and export data to and from other com­
puter systems or software packages. 

The problem with file-management software, as a soft­
ware category, is that it does not provide instant 
gratification. In order to benefit from an electronic fil­
ing system, you must construct the system, input or 
capture the data, and define the reports and informa­
tion that the system will generate. These tasks are dull 
at best. 

But the payoff of this effort is substantial. A working 
database system is the model of productivity, reward­
ing your initial design efforts every time you print are­
port, look up some data, or generate a merge file to be 
used in the mailing of a form letter. 



Iff FileMaker II 

Menus 

Cut XH 
·--·-·---·-·····-· Copy XC 

Paper Sizes ... Peste xu 
Page Setup ••• Clear 
Print ••• ICP Select Rll XR 

sort .•• 

Layout 
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XL 

lllew as List 
Confidential 

XT 
XY 

Column Setup ••• 
Preulew ••• xu Paste Ditto x· .................. ,.,_,_, __ ,,, __ , Slide Objec:ts ••• 

---·-•~••no..,·•~•-"'"'- Paste Date X- Define ••• ---··-·--·-·-.......... ,._, .. ,_,_., ___ , 
Input From ••• Ulew lndeH •.• XI Tab Order ••• 
Output To ••• Replace X• 
Saue a Copy ... Relookup 
Recouer ••• ---··-·-·-·-···-·-·-~ 

_,,._,_, __ ,_,, ___ ,, ______ ,_, 
New Rec:ord ICN 

Quit XQ Duplicate Rec:ord XD 
Delete Record XE 
Delete Multiple 
Omit Records ••• xo 

ll!ml!!lll 
Font • Chicago 6 Point 
FontSize • Courter 8 Point 
Style • ~ .;'l'lalnTeHt Geneua Q) Dltitmll 
Rllgn • Bold Heluetica nmll'CD!tilil 

----·-----· 1111/1(" Monac:o -'1l121PaXkilil 
Format Number ••• .!l.n.d.Ul.IIm Symbol 0.0~11!9 
Format Date ••. OXDIIIIIIim Times om~P~DDmll 
Format Plc:ture •.• i1lltllt!llm r;a ~IPalllwll 
Repeat ••• 36 Point 
-·-··---"···-···-.. -·-··---·---.. u None 48 Point 
Line Width • 

Hairline t 
e 

72 Point 
Line Pattern • 

~ 

Fill Pattern • h £Ji!!iJ twz2l 
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c:::J ~ ~ ~ 
c:::::J [[I]]] l!iiffi DI1ID 
iiiiiil ~ - ll1IIIIIIIII 
iDI!ii!l IIIIID ~ ~ 
fiiBIIIBI llllliiiillJ 
IIBH1 ~ 
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~ FileMaker II 

Keyboard Equivalents ( 1 of 4) 

Addition* ......................................................................................... + 

Bold text .................................................................................. sg-(}8 
Browse records ............................................................................ sgs 

Cancel operation ......................................................................... sg . 
Clear data or object ........................................................... <E1 or lll1!l e 
Clear entire field ................................................................ sg-o-mme 
Close document ........................................................................... sgw 
Concatenation* ................................................................................ & 

Copy data or object ..................................................................... sgc 
Current date* ................................................................................. I I 
Current time* ................................................................................ ::: 

Cut data or object ........................................................................ sgx 

DEFINE dialog, select calculation field ........................................ XC 
DEFINE dialog, select date field ................................................... sgo 
DEFINE dialog, select number field ............................................ ,sgN 
DEFINE dialog, select picture field .............................................. sg P 

DEFINE dialog, select summary field ........................................... sgs 
DEFINE dialog, select text field .................................................... sgr 
Delete record, layout, or request ................................................ sg E 
Delete record, layout, or request, BYPASS dialog .................... sg~E 

Display all fields in tab group in layout ...................................... +I 
Display next record, layout, or request .................................... sg+l 
Display preceding record, layout, or request ....... sg'(}+l or sg~+l 

Division* .......................................................................................... I 
Duplicate record, layout, or request ........................................... sgo 

Equal to* .......................................................................................... = 

Exponential (to power of ... )* .......................................................... ~~. 
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G FileMaker II 

Keyboard Equivalents (2 of 4) 

Find all records matching specified criteria 
and add them to browsing routine ............................................. ag G 
Find records matching specified criteria ................................... ag F 

Format date .............................................................................. ag 0 D 

Format number ........................................................................ ago N 

Greater than* .................................................................................... > 
Greater than or equal* ..................................................................... ;::= 

Grid, activate/deactivate ............................................................ ,agv 
Grid, deactivate temporarily ........................................ :tg····lt object 

Grid, realign to object ...................................................... ag\ object 

Hard space character 
(forces two words to be read as one)* ........................................ ~-
Help ............................................................................................. ag/ 

Italic text .................................................................................. ago I 

Layout mode, access ................................................................... ag L 
Left-justify text ........................................................................ agoL 
Less than* ........................................................................................ < 
Less than or equal* .......................................................................... ::; 

* For use in calculation formulas or fields 

ag command ...... return I§) keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <EI delete \ mouse click 
+I tab [E) fwd. delete ····It mouse drag 
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B FileMaker II 

Keyboard Equivalents (3 of 4J 

Middle-justify (center) text ..................................................... 00-Q-M 
Move object vertically or horizontally ................................... ~---~ 

Move to next field in record ......................................................... +I 
Move to preceding field in record ............................... -Q-+1 or~+l 
Multiplication* ................................................................................ * 

New record, layout, or request ................................................... OON 
Not equal to* .................................................................................... :t; 

Omit records from browsing routine .......................................... 000 
Omit records from browsing routine, 
bypass dialog (omit current record only) ............................... 00~0 
Open existing document ......................................................... 00-Q-0 

Page number* ................................................................................ /f/f 
Paste current date .................................................................... 00-Q--
Paste data or object ..................................................................... OOV 
Paste ditto (paste data 
from same field in last record) ................................................... 00 ' 
Paste ditto, tab to next field .................................................... 00-Q-' 
Percentage* ...................................................................................... % 

Plain text .................................................................................. 00 {} P 
Preview document ...................................................................... OOU 
Print document ........................................................................... 00 P 

Print document, bypass dialog ............................................... OO~P 

Quit FileMaker II ......................................................................... 000 

Range* .............................................................................................. . 

Record number* ............................................................................ €!@) 

Refind (repeat find request 
with specified changes) .............................................................. 00 F 
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G Fileftllaker II 

Keyboard Equivalents (4 of 4) 

Replace data in same field in other records 
with data from current field ....................................................... X= 

Return character* ................................................................... ' (~7) 

Right-justify text ...................................................................... XOR 

Run script (mac:~o) number[#] ................................................. 3C(#] 

Script most recent actions (create macro) .................................. XH 

Select all data in current field 
or all objects in layout ................................................................ XA 

Sort order of records ................................................................... XS 

Subtraction/negation* ..................................................................... -

T squares (display vertical and 
horizontal guidelines in layout mode) ....................................... XT 
Text constant* .......................................................... " " around text 

Underline text ......................................................................... 3COU 
Undo/redo last operation ............................................................ XZ 

* For use in calculation formulas or fields 

Accurate for FileMaker II, version 1.0 

3C command 4-' return li1ill 

0 shift ~ enter -
~ option g escape Fl 
A control ® delete ;~ 

keypad key 
space bar 
function key 
mouse click 

+I tab ® fwd. delete ····~t mouse drag 
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Microsoft File 

Menus 

•s Find ••• •F 
Hide Records •a •a JUst Helper Sbow Rtl Records •c Uertlcal Form 

•u Sort ••• •s 
Format Field ••• •o •n Set Font ••• Report ••• •a 
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~ Microsoft File 

Keyboard Equivalents l 1 of 3J 

Addition* ......................................................................................... + 

Clear field or record ...................................................................... ® 

Clear field or record unconditionally (bypass dialog) ......... sg~® 

Copy field or record .................................................................... age 
Cut field or record ....................................................................... sgx 

Division* .......................................................................................... I 

Equal to* .......................................................................................... = 

Find records matching specified criteria ................................... sg F 
FoRM TYPE dialog, select date field ................................................ D 

FoRM TYPE dialog, select number field .......................................... N 

FoRM TYPE dialog, select picture field ........................................... P 

FoRM TYPE dialog, select text field ................................................. T 

Format field, label, or heading ................................................... \!"' 

Greater than* .................................................................................... > 
Greater than or equal* ................................................................... >= 

Help ............................................................................................. sg/ 
Hide selected records .................................................................. sgH 

* For use in computation fields or dialogs 

sg command ...... return (§] keypad key 
{)- shift ~ enter - space bar 
~ option g escape Fl function key 
A control ® delete l~ mouse click 
+I tab ® fwd. delete ····It mouse drag 
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• Microsoft File 

Keyboard Equivalents (2 of 3) 

Less than* ........................................................................................ < 
Less than or equal* ........................................................................ <= 

Move field in back of other field ............................................ ~····J\" 

Move field vertically or horizontally ..................................... ag····J\" 
Move to first field in next record ................................................ ~ 

Move to first field in preceding record ................................... -a-~ 

Move to next field in record ................................................ +!or~ 

Move to preceding field in record ............................... 0+1 or o~ 
Move to record one screen down ............................................ ~~ 

Move to record one screen up ............................................. ~0~ 

Move to same field in next record ........................................... ag~ 

Move to same field in preceding record ............................. ,ago~ 

Multiplication* ................................................................................ * 

New document ............................................................................ agN 
Not equal to* ........................................................................ <> or>< 

Open alternate view of current form ..................... agr or '"' !"' ruler 
Open alternate view 
of current record ..................................... agr or!"'!"' record number 

Open existing document ............................................................. ago 

Paste current date ........................................................................ ag-
Paste current time ....................................................................... ag : 
Paste data from same field in last record ................................... ag ' 
Paste field or record .................................................................... agv 
Percentage* ...................................................................................... % 

Print document ........................................................................... ag P 
Print document to custom paper size ........................................ ag L 
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• Microsoft File 

Keyboard Equivalents (3 of 3) 

Quit Microsoft File ...................................................................... XO 

Range* ............................................................................................ -

Report summary of records ........................................................ X R 

Select all data in current field 
or all fields in form ..................................................................... XA 

Send field or label to back ......................................................... ~\ 

Sort order of records ................................................................... XS 

Subtraction/negation* ..................................................................... -

Undo/redo last operation ............................................................ XZ 

Wild card for a single character* .................................................... ? 

Wild card for any number of characters* ....................................... * 

* For use in computation fields or dialogs 
Accurate for Microsoft File, version 2.00a 

X command .... return (§] 

0 shift ~ enter 
~ option t9 escape Fl 
A control (!] delete (~ 

keypad key 
space bar 
function key 
mouse click 

+I tab (E) fwd. delete ····tt mouse drag 
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~Panorama 

Icon Bars (with pop-up menus displayed) 

This icon bar appears in 
the Data Sheet mode. 

This icon bar appears 
in the Flash Art mode. 

This icon bar appears in 
the Design Sheet mode . 

• Data Model 

~ Pointerf 

+ Crosshair Pointerl 
Q. Magnify I 
~ Create/Edit Tile I 
§!! Create/Edit Data Cells I 
T Create/Edit Caption TeHtl 

e Create/Edit Paragraph TeHt I 
D Create Rectangles! 
0 Create Rounded Rectanglesl 
/ Create Lines I 
0 Create Ouals/Circlesl 
(Q) Create/Edit Button I 
i..dl. Create/Edit Chart f 

~ Create/Edit Flash Art I 
113~ Create/Edit Flash Audio I 

This icon bar appears 
in the Graphics mode. 
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~Panorama 

Menus 

Open File... MD 
Close File 
Saue MS 
SaueRs ... 
Reuert to Saued 

Page Setup ... 
Preulew 
Print ... 

Fill ... 
Empty Fill ... 
Sequence ••• 

Other ••• 

Propagate MP 
Unpropagate 
Propagate Up 
Unpropa ate Up 

Stack Windows 
Tile Windows 

Data Entry Window 
Untitled 

Select... MH 
Select Fewer... ML 
Select Additional... MM 
Select Rll MR 
Select Reuerse 
Remoue Unselected 

MZ 

Cut MH 
Copy ICC 
Paste MIJ 
Clear 
Add New Line to End ME 
Create Sequenced Line Items ... 

Show Clipboard 

St le & Color ... 

&roup Up 
&roup Down 
&roup 

MU 

KG 

Remoue Summaries ••• 
Remoue Detail ... 
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~Panorama 

Form Window Menus 

Cut 
Copy 
Peste 
Clear 

Dupll t ole 
Dimensions ••• 

Nudge Up 
Nudge Dawn 
Nudge l eft 
Nudge Righi 

1!1!1111 
./Plein TeHI 

•••• 
11111/r 
.llnliUI.Inl. 
lllDUIDiD 
IIIIIII:B:Iml 

.-left Jus lily 
Center 
Right 

., 
a a 
a l 

Output Po Item ... 

ao 

av 
a M 
aJ 
aK 

Group 
Ungroup 

Align Objet h .•. 
Grtd .•• 

lotk 
Unlock 
Ignore l ocked Objec ts 

IIJ l]lamll 
DID 

.11111 
DoO 
DID 
00 
36 
48 

Other ••• 
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~Panorama 

Keyboard Equivalents t 1 of 4) 

Add new line to end of Data Sheet ............................................ agE 
Addition* ......................................................................................... + 
Average column of cells ............................................................. agJ 

Bold text in form ......................................................................... aga 
Bring to front ............................................................................... ag= 

Cancel formula or operation ....................................................... ag • 
Clear field or record ...................................................................... <EJ 

Clone cell or object ......................................... ~----~ "'/pointer icon 

Conditional expression* .................................................................. ? 

Confirm formula .......................................................................... ~ 

Copy cell or object ...................................................................... age 
Cut cell or object ......................................................................... agx 

Ditto character (copy data from cell above)* .................................. " 

Division* .......................................................................................... I 
Duplicate cell or object ............................................................... ago 

Equal to* .......................................................................................... = 

Equation, fill column with result ............................................... ag= 
Exponential (to power of ... )* .......................................................... ,.. 

* For use in the formula bar or macro editor 

ag command .... return ~ keypad key 
{} shift ~ enter space bar 
~ option g escape Fl function key 
tA control <El delete !~ mouse click 
+I tab !B) fwd. delete ···-~ mouse drag 



62 • File Managers 

~Panorama 

Keyboard Equivalents (2 of 4) 

Find cells matching specified criteria ........................................ M F 

Find next cell matching same criteria ........................................ MN 

Greater than* .................................................................................... > 
Greater than or equal* ..................................................................... ;::: 

Group cells up (sort rows into groups 
and create subtotals) ................................................................... MG 
Group objects .............................................................................. MG 

Indent line in macro* ..................................................................... +l 
Integer division* .............................................................................. \ 

Isolate field names with spaces 
or punctuation* .......................................... « and»(~\ and{}~\) 
Italic text in form ........................................................................ M I 

Less than* ........................................................................................ < 
Less than or equal* .......................................................................... s 

Merge equation into paragraph* ........................................... { and} 

Move one cell down ........................ +-' or ;~ tab down icon and +I 
Move one cell left ..................................................................... 0•1 

Move one cell right ....................................................................... +I 
Move one cell up .................................. ·~ tab down icon and <0+1 
Multiplication* ................................................................................ * 

Not equal to* .................................................................................... :F. 

Nudge selected object down ....................................................... MM 
Nudge selected object left ........................................................... MJ 
Nudge selected object right ........................................................ M K 

Nudge selected object up ............................................................ MY 

Number variable* ............................................................................ II 
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~Panorama 

Keyboard Equivalents (3 of 4) 

Open existing document ............................................................. ago 

Paste cell or object ...................................................................... agv 
Percentage* ...................................................................................... % 

Placeholder character* ........................................................... Q(~Z) " 

Plain text in form ........................................................................ ag P 
Plural unit variable* ........................................................................ -

Print document ........................................................................... agp 
Propagate (fill down) .................................................................. agp 
Protect document 
(set user level) ................................. ag~ choose Anour PANORAMA 

Quit Panorama ............................................................................ ago 

Save document ............................................................................ ags 
Scratch memory, change ................................... ~ when launching 

(~\ 'ft Panorama icon at Finder) 

Select additional cells ("and" operator) ..................................... agM 
Select all cells or objects (displays hidden cells) ...................... agA 
Select cells matching specified criteria, hide others ................. agH 

* For use in the formula bar or macro editor 

ag command 4-' return !§) keypad key 
'(} shift ~ enter - space bar 
~ option g escape Fl function key 
A control <El delete 'Jt mouse click 
+I tab IB> fwd. delete ····~ mouse drag 
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~Panorama 

Keyboard Equivalents (4 of 4) 

Select entire line* .............................................................. r~ r~ \ line 

Select entire word* ............................................................. \·=~ word 
Select fewer cells ("or" operator) ............................................... m:L 
Send to back ................................................................................ m:-
Sort up (ascending order, A-Z) .................................................. m:u 
Sort up (descending order, Z-A) ................................................ m:o 
Sounds like* ........................................................................... = (~X) 

Spell out numbers variable* .................................................. § (~6) 

Subtraction/negation* ..................................................................... -

Total column of cells .................................................................. 3€T 

Undo/redo last operation ............................................................ 3€Z 
Ungroup object ............................................................................ m:u 

* For use in the formula bar or macro editor 

Accurate for Panorama, version 1.5 

m: command +-' return rnm keypad key 
0 shift ~ enter - space bar 
~ option B escape Fl function key 
A control <EI delete 'it mouse click 
+I tab [!) fwd. delete ····It mouse drag 
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HyperCard/text 
It is hard to tell if HyperCard has been a success, a 
failure, or neither. After the incredible hype upon its 
introduction, it was expected that HyperCard stacks 
would pervade the Macintosh world. But to date no 
commercial stacks have had very much success, and 
with few exceptions even public-domain and share­
ware stacks are uninteresting. 

So why are we still talking about HyperCard (and its 
competitors)? One reason is that HyperCard has proven 
to be a tremendous success as a customizablc front 
end to mainframes and other computers. Another is 
that although HyperCard is not a complete hypertext 
system, it is an excellent way to organize and distrib­
ute large amounts of information. 

A number of video disks driven by HyperCard are now 
available, and tremendous examples of HyperCard use 
have been produced by Apple Computer as means of 
distributing information to software developers. Our 
own HyperCard version of Encyclopedia Macintosh 
has also been recognized for providing electronic access 
to the complete text and graphics of a 750-page book. 

Others areas where HyperCard is having an impact is 
with individual users who need certain types of cus­
tom software, or who wish to learn about program­
ming. These areas aren't highly publicized, but benefit 
dramatically from the availability of HyperCard. If 
you're a Macintosh user who has never tried Hyper­
Card, your time would be well-spent going through 
the HyperCard tutorials and learning enough so that 
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you can design and build your own stack. You may or 
may not find that there are custom applications for 
which you can use HyperCard, but you will definitely 
learn an important lesson about how the Macintosh 
works and how software is created-and about the fu­
ture of personal computing. 
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~HyperCard 

Tools 

I Browse ~~ button to activate, (~ field to enter type 

Button (~ to select button, sg···-~ to draw button 

Field l~ to select field, sg·---~ to draw field 

Marquee ····~ to select rectangular portion of painting 

Lasso ·---~ to select irregular portion of painting 

Pencil ·---~ to draw or delete free-form lines 

Paintbrush ···-~to draw free-form lines in brush shape 

Eraser ·---~ to delete general portions of bit map 

Line ·---~to draw straight line at any angle 

Spraypaint ·---~ to generate pattern of loose pixels 

Paint can ·---~ to fill an area with current pattern 

Rectangle ·---~to draw rectangle 

Rnd. corner ···-~ to draw rectangle with round corners 

Oval ·---~to draw ellipse 

Freehand ···-~to draw free-form lines in line weight 

Reg. polygon ···-~to draw equilateral polygon 

Polygon \to create comers for geometric polygon 

Type '~ to create block of type (not used to edit) 
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~HyperCard 

Menus 
*O.Edll Go Tools 

New Stack ... 
Open Stack ... 110 
Saue a Copy .•. 

Compact Stack 
Protect Steck ... 
Dele te Stock ... 

Pogo Setup ... 
Print Cord liP 
Print Stock ... 
Print Report ... 

Qull H~perCerd IIQ 

Bring Closer II• 
Send Farther X-

New Button 
New field 
New Bock round 

Objecll 

111111 IIIII 
Undo liZ Back 

Home 
Cut IIH Help 
Copy IIC Recent 
Paste IIU 
Clear Flnt 

Preu 
New Card liN NeHt 
Delete Cord Les t 
Cut Cord 
Copy Cord find ... 

MIUDQII 

TeHI Style... liT 
Beck round liB 

fill 
lnuert 
Pickup 
Darken 
Lighten 
Trace tdges 
Rotate Left 
Rotate Right 
flip Uertlcel 
flip Horizontal 

Opaque 
Transparent 

Keep IlK 
Reuert 

Power Keys 

line Size ... 
Brush Shape ... 
Edit Pettem .. . 
Polygon Sides .. . 

Draw filled 
Draw Centered 
Draw Multiple 

II" 
IIH 
117 
IIR 

Il l 
112 
113 
114 

llf 
liM 

I 
PAINT, OPTIONS, and PATTERNS menus appear only 
when a painting tool is selected 
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~HyperCard 

Keyboard Equivalents ( 1 of 6J 

Actual size/fat bits, toggle* ..... '~'~ pencil icon or3C'~ "'/pencil tool 

Advance cursor to next field+ ....................................................... +1 

Back, retrace through cards 
viewed so far ............................................... - or bi)g or ~J, or 3&-* 

Background/card, toggle ............................................................. 3&8 

Black pattern, select* ....................................................................... B 

Bring closer (forward) ................................................................. 3&= 

Browse tool, select .................................................................... 3&+1 

Brush shape, select* ......................................... ;~;ft. paintbrush icon 

Button locations, show temporarily+ ......................................... 3&~ 

Button tool, select .................................................................. 3&+1+1 

Cancel current operation ............................................................ 3C . 

Card pictures, show temporarily (hide background)* ................ ~0 

Change number of sides 
in equilateral polygon* ............................. '~~~ regular polygon icon 

Change to next typeface .......................................................... 3C -o-> 
Change to previous typeface ................................................... 3&-o-< 

Circle, create* ......................................................... 0 ···-~ w; oval tool 

+ Exclusively applicable to the browse mode 

* Specifically for use when a painting tool is selected 

3C command +-' return biJ keypad key 
0 shift ~ enter space bar 
~ option g escape Fl function key 
A control <EI delete ;~ mouse click 
+I tab [B) fwd. delete ·---~ mouse drag 
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~HyperCard 

Keyboard Equivalents {2 of 6) 

Clear object ................................................................................... ® 

Clone selected button ....................................... ~---~"/button tool 

Clone selected field .............................................. ~----~ "'/field tool 

Clone selected picture* ............................................... ~----~ picture 

COMPACT STACK, show command ............................. SC\ FILE menu 

Copy object .................................................................................. SCC 
Cut object ..................................................................................... SCX 

Darken selection* ............................................................................ D 

DELETE STACK, show command ................................ SC!~ FILE menu 

Draw filled shape* ......... l~!~ shape tool icon (except reg. polygon) 

Draw from center/corner, toggle* ................................................... C 

Draw multiple shapes, toggle* ........................................................ M 

Draw with selected picture* .................................... ac~----~ picture 

Edit button script ........ 0 1~'~ IV/ button tool or3C~r~ IV/ browse tool 

Edit current background script ............................................... SC~B 

Edit current card script ........................................................... 3C~C 

Edit field script ......... 0 (~ \ IV/ field tool orSCO~r~ ~~'/browse tool 

Edit pattern* ........................................................... ;~\ pattern icon 

Edit stack script ....................................................................... 3C~S 

Erase entire card* ..................................................... \'~ eraser icon 

Erase opaque (hide background)* ....................... ag·---~ "'/eraser tool 

Erase with paintbrush or spraypaint tool* .................... ac··-~ "/tool 

Field and button locations, show temporarilyt ..................... 3CO~ 

Field tool, select ................................................................ SC+I+I+I 
Fill selection* .................................................................................. F 

Find specified field text .............................................................. 3C F 
First card in stack, go to .................................................. 3Cl or3Cf-
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~HyperCard 

Keyboard Equivalents (3 of 6) 

Flip selection horizontally* ............................................................ H 

Flip selection vertically* ................................................................. V 

Forward through retraced cards ................................................. ~t 

Grab multiple words of field text 
while in message box .............................................. ~----~field text 

Grab pattern off page 
(gridded)* ................................... '"' while PATTERN dialog displayed 

Grab single word of field text 
while in message box ................................................. ~'"field text 

Grid, activate/ deactivate* ................................................................ G 

Help stack, go to .......................................................................... ~I 

Home, close current stack ........................................................... ~H 

Increase leading ................ 3€~> or 3€.0~> in version 1.2 or later 

Increase type size ........................................................................ 3€> 
Invert selection* .............................................................................. I 

Keep (save) picture on current card* ........................................... 3€K 

Lasso entire enclosed shape* .................................. ~ \ "'/Jasso tool 

t Exclusively applicable to the browse mode 
* Specifically for use when a painting tool is selected 

3€ command ..... return mill keypad key 
{} shift ~ enter - space bar 
~ option g escape Fl function key 
A control <El delete \ mouse click 
+I tab [B) fwd. delete ···-~ mouse drag 
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~HyperCard 

.Keyboard Equivalents (4 of 6) 

Last card in stack, advance to ........................................ 3€4 or 3€-+ 
Lighten selection* ............................................................................ L 

Line weight, select* .................................................... !, 2, 3, 4, 6, 8 

Lines at 15° angles, create* .......... "(}·---~ ""/line tool or polygon tool 

Mark current card for quick return 
(may mark multiple cards) ......................................................... 3€J, 
Menu bar, show/hide ................................................................ 3€-
Message box, display .................................................................. 3€M 
Move selected picture in 45° direction* ................................. "(}·---~ 

New button, create ............................................ 3€----~ "'/button tool 

New card, create .......................................................................... 3€N 
New field, create ................ : .................................. 3€·---~ '"/field tool 

Next card in stack, advance to ........................................ 3€3 or~-+ 

Opaque areas, show temporarily as black* ................................. ~0 

Opaque selection* ........................................................................... 0 

Open existing stack ............. 3€0 or '~ appropriate button in Home 

Paste miniature of copied card ............................................... 3€ "(} V 

Paste object .................................................................................. 3€V 
Pattern palette, display at cursor position* .................................. +! 
Patterned lines, create* ........................................... ~----~ 'v/ line tool 

Perpendicular lines, create* .................... .0 ·---~""/any painting tool 
or eraser tool 

Pickup pattern behind selection* ................................................... P 
Previous card in stack, go to ........................................... 3€2 or~~ 
Print card ..................................................................................... 3€P 
PROTEcr STACK, show command .............................. 3€'~ FILE menu 
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" HyperCard 

Keyboard Equivalents (5 of 6) 

Quick return to marked card 
(return to most recently marked card first) ................................ ~t 

Quit from application launched 
by HyperCard back to Finder .................................................. ~~a 

Quit from application launched 
by HyperCard back to HyperCard .............................................. ~0 

Quit HyperCard ........................................................................... ~0 

Recent (display thumbnails of last 42 cards) ............................. XR 
Reduce leading .................. ag~< or ag 0~< in version 1.2 or later 

Reduce type size ......................................................................... ~< 

Revert to last picture saved with KEEP command* ......................... R 

Rotate selection left (90° counterclockwise)* ................................. [ 

Rotate selection right (90° clockwise)* ........................................... ] 

Scale button* .............................................. ····~ corner'7button tool 

Scale field* ..................................................... ····~ corner w; field tool 

Scale proportionally* ............................... ,ago····~ marquee corner 

Scale selected picture* .................................. ~····~ marquee corner 

Select all images* .................................................................. agA or A 

t Exclusively applicable to the browse mode 
* Specifically for use when a painting tool is selected 

ag command +-' return lll1il keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control ~ delete !'"~ mouse click 
+I tab [!) fwd. delete ····~ mouse drag 
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~HyperCard 

Keyboard Equivalents (6 of 6) 

Select all pictures on card* .................... \\ lasso or marquee icon 

Select most recent image drawn* ......................................... :)gS or S 

Send farther (behind) .................................................................. :Jg-

Shapes with patterned outlines, create ...... ~----~ 'lf' any shape tool 

Shrink marquee to picture* ................................... :Jg···-~ 'l/ marquee 

Square, create ............................................... o····~ 'lfrectangle tool 

Tear off menus .................................. ····~ TooLS or PATTERNS menu 

Toolbox, display at cursor position ......................................... ~+1 

Trace edges of selection* ................................................................. E 

Transparent selection* .................................................................... T 
Type style specifications ............................................................ :)gT 

Undo/redo last operation ..................................... :)gZ or-* orlimJB'* 

White pattern, select* ...................................................................... W 

t Exclusively applicable to the browse mode 
* Specifically for use when a painting tool is selected 
Accurate for HyperCard, version 1.2.2 

:Jg command +-' return lim] keypad key 
0 shift ~ enter - space bar 
~ option B' escape Fl function key 
A control <EI delete '!\- mouse click 
+I tab [!) fwd. delete ···-~ mouse drag 
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~HyperCard 

16 Hottest Tips 

<> Saving disk space. Choose CoMPACT STACK from the 
FILE menu to rewrite the current stack, thereby de­
creasing its size on disk. 

<> The versatile tilde. To return to the most recently dis­
played card, even if it was in a different stack, you 
have only to press the tilde key(-). Luckily, this doesn't 
prevent you from accessing the tilde or grave accent(") 
character. To get the tilde, press SHIFT-TILDE. To get the 
grave, press OPTION-TILDE followed by the character over 
which you want it to appear. If you want to produce 
the grave accent by itself, press OPTION-TILDE followed 
by the space bar. 

<> Tool equivalents. You may display the toolbox by 
pressing OPTION-TAB. If you want to select the browse 
tool (the one with the pointing finger), press COMMAND­
TAB. You may also select the button and field tools 
from the keyboard by pressing the TAB key multiple 
times in a row. For example, to get the button tool, 
hold down COMMAND and press TAB twice; and to get 
the field tool, hold down COMMAND and press TAB 
three times. 

<> Drawing new buttons and fields. To create a new 
button or field, select the button or field tool and 
command-drag. 

<> Accessing scripts quickly. Shift-double-clicking a 
button or field with the button or field tool will bring 
up the script for that object. Pressing coMMAND and 
OPTION while clicking a button with the browse tool 
brings up the button script; command-shift-option­
clicking a field brings up the field script. In addition, 
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coMMAND-OPTION-C brings up the script for the current 
card, COMMAND-DPTION-B displays the background script, 
and COMMAND-OPTION-S brings up the stack script. 

<> Not-so-smart quotes. If you create documents as often 
as we do, you may be accustomed to pressing OPTION-[ 
and SHIIT-OPTION-[ when you want to access opening 
and closing quotation marks(" and"). Unfortunately, 
if you try to use the opening and closing quotes in a 
script or message-box command, HyperCard will re­
turn an error. You must always use the straight double 
quote("). We wrote this hint for ourselves as much as 
for anyone else. Believe it or not, almost every time we 
use HyperCard, we make this same mistake, and it 
takes us several minutes to figure out what we were 
doing wrong. You're probably smart enough to know 
better. 

<> Font problems? Here's another one for the "so smart 
we're dumb" crowd. If you're like us, you've cleared 
your System file of all but the most essential screen 
fonts-Geneva 9-point and 12-point, Monaco 9-point, 
and Chicago 12-point-and relegated the rest to suit­
cases that you open with MasterJuggler or Suitcase. If 
the type across the top of the first Home card and 
elsewhere in the stack looks awful, it's because you 
don't have Times 18-point open. Since we don't use 
this font elsewhere, we've loaded it into HyperCard 
directly. Simply launch Apple's Font/DA Mover util­
ity, option-click the Open button (which allows you to 
select from non-suitcase files), and select HyperCard. 
Then copy Times 18-point from one of your original 
System disks to the HyperCard application. 

<> I can't change the user level! Most people already 
know this one, but if you've never run into it before, 
maybe we can help you avoid a traumatic experience. 
When you set the user mode to "browsing" or "typing," 
you lose three commands from the FILE menu: CoMPACT 
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STACK, PROTECT STACK, and DELETE STACK. This can seem 
like a big problem if you need to get to the dialog box 
required to raise the user level. But by pressing coM­
MAND while displaying the FILE menu, you cause the 
commands to reappear. 

<> Test your stacks in all modes. Everyone tries to test 
their stacks the best they can before throwing them to 
the masses. But many programmers overlook testing 
their stacks in any but the "scripting, user mode. If 
you plan to distribute your stack in another mode, 
such as "browsing,, so as to discourage alterations, 
you should experiment with every feature of your stack 
in that mode. Some of the most common problems in 
using stacks arise when a programmer forgets to ac­
count for the user mode. 

<> Dialing the phone without wearing out your fingers. 
The "dial, command is an integral part of the Hyper­
Talk language. This means that you can dial phone 
numbers in any stack. You can even dial a number on 
a touch-tone phone just by holding your receiver up to 
your Mac's speaker. When using the "dial" command 
in the message box or elsewhere outside of the Phone 
stack, do not use hyphens. Just type all seven numbers 
(or eight, ten, or eleven for long distance) in arow. 

If your phone isn't sensitive enough to pick up tones 
emitted from your Mac's speaker, try turning up the 
volume from the Control Panel, or use a modem. A 
modem doesn't always have to blurt high-pitched 
noises into the phone. Sometimes, you can just use it 
to dial the phone. After it dials, pick up an extension 
and proceed normally. 

<> Finder substitute. Any stack, including Home, can serve 
as a substitute for the Finder, providing a custom 
way station between running applications. First, set 
up a macro that launches HyperCard and opens the 
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appropriate stack every time your computer boots up. 
You can accomplish this using CE Software's Quick­
Timer or Affinity's Tempo II with Autoboot. Your stack 
should contain buttons that allow you to launch your 
favorite applications. A sample button script might 
read "open "MacDraw"." 

When you quit an application run from a HyperCard 
stack, you are returned to that stack, completing the 
stack-as-Finder metaphor. If you want to quit an appli­
cation all the way back to the Finder, thus quitting 
HyperCard, press COMMAND-OPTION-Q. 

~ Capturing thumbnails. When you choose the REcENT 
command, you display tiny thumbnail shots of the 42 
most recent cards you've been to, including those in 
other stacks. You can also capture these thumbnails 
for use in your stack-as a visual table of contents, for 
example. First choose COPY CARD from the EDIT menu. 
Notice that when you display the EDIT menu now, the 
PASTE command reads PASTE CARD. If you press the SHIFT 
key and display the EDIT menu, the same command 
reads PASTE PICTURE. By choosing this command, you 
paste a tiny bit-map thumbnail, %z of the real size. Or, 
simply press SHIFT-COMMAND-V. 

~ Grabbing field text. In the message box, you can lift a 
word of type in a field by command-clicking the 
word. This is especially useful if you want to perform 
your own search command through a stack. Press 
COMMAND-M to display the message box. Then press 
COMMAND-F to insert a "find" command with the text­
entry cursor set between the two quotes. If you want to 
search for a word in a field in the current card, 
command-click the word and it will automatically 
appear between the two quotes in the message box. If 
you want to search for more than one word, command­
drag. Pressing RETURN will highlight the entry in the 
current card, so you'll have to press RETURN twice to 
search other cards. 
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• Creating custom icons. Making custom button icons 
for HyperCard stacks is a very simple process if you 
have Apple's ResEdit utility. In ResEdit, open the 
HyperCard application, and then double-click on 
the ICON resource, displaying all button icons cur­
rently used by HyperCard. To create your own button, 
you may edit an existing button that you don't use 
very often, such as Bill Atkinson's face. Double-click 
the icon and an editing window appears, allowing you 
to turn on and off pixels as you would in MacPaint's 
"fat-bits" mode. If you don't want to lose any existing 
icons, select an icon and choose the DuPLICATE com­
mand from the EDIT menu. This creates two identical 
button icons, one of which you may edit by double­
clicking. You may also want to change the icon name 
after closing the edit window by choosing GET INFO 

from the FILE menu for a selected icon. 

Icon 10: D (none) 

[l].i.~~~~~s 
[%] ~ ~~ ~ ~@'mm ~ ~ ·: ; ; ·~ ;~ I 
~ ¢ 9 ~ \} .(} 1¢~ 

¢0~Q~\)0[10~ 

( None ] ([ DK }J ( Cancel ) 

By duplicating the icon for Bill's face and editing it, we 
were able to create our own button icon representing one 
of our faces. 

If you want your button icons to appear correctly for 
users running different HyperCard applications on their 
own machines, you must install the icon in your stack 
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as well. While still in ResEdit, copy the button in the 
HyperCard application ICON resource. Then open your 
stack. You will probably get an Alert box warning you 
that no resource fork exists for the file you're trying to 
open and that proceeding will create one. Allow this 
to happen by clicking OK. Then choose Paste. A new 
ICON resource appears with your custom icon inside. 

• Function problems. Many functions ("mouseClick," 
"clickLoc," and so on) intercept more information than 
you might expect. For example, an "on returnKey" or 
"on enterKey" routine is commonly used to capture 
strings entered by the user for a "find" routine or 
some related purpose. However, the "returnKey" or 
"enterKey" function toggles when the respective key 
is pressed, even in the message box. Since the message 
box is generally used to enter literal commands, you 
may want to include a modifier in your code. A bit of 
extra code such as "if message empty then ... " filters 
out commands entered into the message box. 

Incidentally, if you don't want users taking advantage 
of the message box, you can intercept all messages as 
well using the "returnKey" and "enterKey" functions. 

• Anyone can forget a password. HyperCard's getting 
old these days. We created our first stack over three 
years ago, and have barely touched it since. In the 
meantime, of course, we managed to completely forget 
the password. We even had it written down somewhere. 

Some would say it serves us right for not sharing infor­
mation. But luckily, some smart guys named Ned 
Hovath and Allan Foster wrote Deprotect, a utility that 
gets rid of your password entirely. You can even get 
rid of other people's passwords with it. 
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Ill Spinnaker Plus 

Browse & Button Icon Bars 

Browse 

Get info 

Show foreground 

Show background 

Paint tool palette 

Button 

Text field 

Word processing field 

Database field 

Draw object 

Paint object 

Browse 

Get info 

Show foreground 

Show background 

Button icon indicator 

Transparent button 

Opaque button 

Rectangular button 

Shadow button 

Round corner button 

Check box button 

Radio button 

Show/hide name 

Auto highlight 

Get icon 

Link to 

Foreground color 

Background color 
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rom! Spinnaker Plus 

Field & Draw Object Icon Bars 

Browse 

Get info 

Show foreground 

Show background 

Field icon indicator 

Transparent field 

Opaque field 

Rectangular field 

Shadow field 

Scrolling field 

Lock/unlock text 

Show/hide lines 

Wide margins 

Link to 

Browse 

Get info 

Show foreground 

Show background 

Draw object icon indicator 

Rectangle 

Round corner 

Oval 

Diagonal line up 

Diagonal line down 

Horizontal line 

Vertical line 

Show/ hide name 

Auto-highlight 

Link to 

Pattern 

Name/outline color 

Foreground color 

Background color 
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Ill Spinnaker Plus 

Paint Object Icon Bar 

Browse 

Get info 

Show foreground 

Show background 

Paint object icon indicator 

Hand 

Marquee 

Lasso 

Pencil 

Brush 

Eraser 

Line 

Spraypaint 

Paint can 

Type 

Rectangle 

Round corner 

Oval 

Freehand 

Regular polygon 

Polygon 

Pattern 

Foreground color 

Background color 
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Ill Spinnaker Plus 

Menus 

Close acw 
soue acs 

Compett Steele 
Protect Steele ••• 
Soua atopy ••• 

Import ... 

Page Setup ••• 
Print cord ap 
Print ••• 

Quit aca 

lllllmlll 
New 
Delete 
Info 
Script 

• • • • -
Bring Closer •• 
Sand Farther ·-of Card 

of Botlcground 
Of Static 

,, _____ . ___ 
of Button 
Of Field 
ofWPField 
of OBField 
of DrawObjett 
of PalntObJec:t 

cut 
Copy 
Paste 
Claar 

TeKt Font Graphic 

Betic acH 
Home ICH 
Help IC? 
Recant ICR 

Flnt act 
Preulous IC2 
NeHt IC3 
Last IC4 

Copy Cord --·--·-·-
Paste Cord Hide ToolboH acT 

-"--·--·-·--- Menubar • 
Betic round ICB Lorge Ulew ICL 

Reset ToolboH ICM 

Find... ICF 

Card ICN 
Card Background 

of card Background Static 
of Bcatlcground Stcatlc 1---·-···--.. --
of Steele _, __ ,,_n_ 

Button 
--·-----· Button Field 

of Button Field WPField 
of Field WPField DBField 
ofWPField DB Field DrewObject 
of DBField OrawDbjett PalntObJett 
of DrawObjec:t PalntDbJec:t 
of PalntDbJect 
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rll Spinnaker Plus 

Menus 
IIIII 
.;'Plain 

Bold 
11111/t: 
YwWllnJt 
(i)JJQIJbXg 

~ 
!--·-········-····-·--·············-···· 

CondenSe 
EHtend 

Justification 
Size 

Color ... --Staling • Settings • FIIIEffects • Palette • Rotate • .... -··-······--·-·---·--·· -··· ...• 
fill 
lnuert 
Contour 
Colorize 
Opaque 
Transparent 

---···-·---·----- -~--- .. ····-·-·-
Draw Centered 
Draw Filled 
&rid 

Rlghtjustlfled 
Centered 

.;'leftjustlfled 
Rligned 

Chicago 
Courier 
Geneua 
Heluetita 
Monaco 
Symbol 
Times 

gJ !Potmll 
om ~Pcmll 

""IIID'Iillmll 
!loU IPOlllllll 
18 Point 
24Polnt 
36 Point 
48 Point 
12 Point 
Other Sizes ••• 

llnesize... .I 
Brushshape .•. 

.;'Standard PolygonshDpe ... 
Rainbow .;'No Effect 
Red Top to Bottom 
Green Bottom to Top 
Blue Left to Right 
Relllireen Right to Left 
Ree!Biue Sunburst 
lireenBiue 
Bright Flip Uertital 
light flip Horizontal 
faint Rotate Left 

Rotate Right 
Rotate 1so• 

.;'100 ~ 380 
200~ 
400% 
BOO% 388 
1600% 
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mmJ Spinnaker Plus 

Keyboard Equivalents ( 1 of SJ 

Actual view size (lOOo/o)* ............................................................ ~0 
or~\ l" pencil icon 

Advance cursor to next field ........................................................ +I 
Back (retrace through cards 
viewed so far) ...................................................... rnmg or~J, or~-
Background/card, toggle ............................................................. ~B 

Bring closer (forward) ................................................................. ~= 

Browse icon, select ..... :· .............................................................. ~+! 

Brush shape, select* ........................................ l" '" paintbrush icon 
Button icon, select ................................................................. ~+1+1 

Button locations, show temporarily ......................................... ~~ 

Cancel current operation ............................................................ ~ • 

Change number of sides 
in equilateral polygon* ............................ l" l" regular polygon icon 
Change to next typeface .......................................................... ~ 0 > 
Change to previous typeface ................................................... ~0< 
Circle, create* ....................................................... 0 ····tt 1'1 oval icon 

Clear object ................................................................................... <EJ 

Clone selected button ....................................... ~--··Jt w; button icon 

Clone selected field ............................................. ~----~ "'/field icon 

Clone selected picture* .............................................. ~----tt picture 

Close stack or script .................................................................... ~W 
Colorize black and gray images* ....................... ~----tt ''/"eraser icon 

Copy object .................................................................................. ~C 

Cut object ..................................................................................... ~X 
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Gl Spinnaker Plus 

Keyboard Equivalents (2 of SJ 

Draw filled shape* .................................................... \\ shape icon 
(except regular polygon) 

Edit button script ................................................. 3€~\~ft. in button 

Edit current background script ............................................... X~B 
orX{}~\\ in card 

Edit current card script ........................................................... X~C 

Edit field script ............................................... or 3€{)-~'ft. lft in field 

Edit script of selected object ................................ {} '~ get info icon 

Edit stack script ................................................................... X{)-~5 
or x~l" r~ in card 

Eight times actual view size (800%)* .......................................... 3€8 
Erase entire layer* .................................................... lft lft eraser icon 

Erase opaque (hide background)* ...................... x·-·tt '"/eraser icon 
orx~·-··tt "'/icon 

Erase with paintbrush 
or spraypaint icon* ....................................................... ~--··tt "'/icon 

Field and button locations, 
show temporarily ................................................................... 3€{}~ 

Field icon, select ............................................................... X+t+t+l 

* Specifically for use when a paint object icon is selected 

X command +-' return ~ keypad key 
{} shift ~ enter - space bar 
~ option e escape Fl function key 
A control <!) delete r~ mouse click 
+t tab ID fwd. delete .... tt mouse drag 
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Ill Spinnaker Plus 

Keyboard Equivalents (3 of 5) 

Find specified field text .............................................................. at: F 
First card in stack, go to ................................................. at: 1 or at:~ 
Format script ................................................................................. +I 
Format script and close window ................................................ ~ 

Forward through retraced cards ................................................. ~t 

Help stack, go to .......................................................................... at:/ 
Home, close current stack ........................................................... at:H 

Increase type size in field ........................................................... at:> 

Large full-screen/normal view, toggle ........................................ at: L 
Last card in stack, advance to ........................................ 3t:4 or at:~ 
Line weight, select* ..................................................... '1\- '1\- line icon 

Lines at 15° angles, create* ................................... 0 ···-~ w; line icon 
or polygon icon 

Magnify view size* ................................................... ·\ ·=!\- pencil icon 

Menu bar, show/hide ................................................................ at:-
Move selected picture in 45° direction* ................................. 0 ·--~ 

Move to beginning of current line of script .............................. at:~ 

Move to beginning of script ........................................................ at:t 
Move to end of current line of script ........................................ at:~ 

Move to end of script .................................................................. at:J. 

New button, create ................. ; ................................ '1\-'1\- button icon 

New card, create .......................................................................... at:N 
New field, create ........................................................ li\- li\- field icon 

Next card in stack, advance to ....................................... 3t:3 or~~ 
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Ill Spinnaker Plus 

Keyboard Equivalents (4 of SJ 
Open existing stack ..................................................................... :H:O 

or 1ft appropriate button in Home 

Paste object .................................................................................. :H:V 
Patterned lines, create* .......................................... ~····~t w; line tool 

Perpendicular lines, create* ................................................... {} ····~t 
w; any painting icon or eraser 

Previous card in stack, go to .......................................... :H:2 or~~ 
Print card ..................................................................................... :H: P 

Quit Spinnaker Plus .................................................................... :H:O 

Recent (display thumbnails oflast 42 cards) ............................. :H:R 
Reduce type size in field ............................................................ :H:< 
Reset icon bar to normal location ............................................... :H:M 

Save stack or script ..................................................................... :H:S 
SCALE button ................................................. It corner w; button icon 

Scale field ........................................................ It corner wlfield icon 

Scale proportionally* ............................... :H:{}"-It marquee corner 

Scale selected picture* ................................. sg·-·~t marquee corner 

* Specifically for use when a paint object icon is selected 

sg command ..... return l§i] keypad key 
{} shift ~ enter - space bar 
~ option g escape Fl function key 
A control <EJ delete \ mouse click 
+I tab ® fwd. delete .... It mouse drag 



90 • HyperCard/Hypertext 

rl Spinnaker Plus 

Keyboard Equivalents (5 of 5) 

Select all ...................................................................................... sgA 

Select all pictures 
in current layer* .... oo ...... oo .. oooooooooooooooooooo• ,.It-\ Jasso or marquee icon 

Send farther (behind) ..... 00 .. 00.00 00 00 00 00 .. 00000000 0000 ••• 00 .... 0000 00 ........... 0000 sg -

Shapes with patterned 
outlines, create* 000000000000 000000 000000000000 000000000000 ~----~ "'/any shape icon 

Show/hide icon bar ........ oo •• oo ............. oooooooo••·······oo••oo········ .. oo .. oooo•sgT 
Square, create* .............. 00 .............................. .0 ·---~ "'/rectangle icon 

Tint on-screen colors* ........................ 000000000000 .... ~----~ w; eraser icon 

Undo/redo last operation oooooooooooooooo ...... oo ....... oo ............ 00000000 ...... sgz 

* Specifically for use when a paint object icon is selected 
Accurate for Spinnaker Plus, version 2.0 

sg command +-' return ll1ill keypad key 
.0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <!] delete \ mouse click 
+I tab IB> fwd. delete ·---~ mouse drag 
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~ SuperCarcYSuperEdit 

Drawing & Painting Toolboxes 

Arrow \ to select object, ---~ to move 

Type ~~ to set text origin, sg···-~ across type to edit 

Perp. line ·---~ to draw horizontal or vertical line 

Line ···-~ to draw straight line at any angle 

Rectangle ···-~ to draw rectangle 

Rnd. corner ·---~to draw rectangle with round corners 

Oval ···-~to draw ellipse 

Polygon ~~to create corners for geometric polygon 

Arc ·---~ to draw quarter ellipse 

Freehand ·---~to draw fr~e-form lines in line weight 

Autotrace ·---~to trace bit-mapped image 

Marquee ·---~ to select rectangular portion of bit map 

Lasso ···-~ to select irregular portion of bit map 

Pencil ·---~to draw or delete free-form lines 

Eraser ·--~ to delete general portions of bit map 

Type \ to create block of type (not used to edit) 

Paintbrush ·---~to draw free-form lines in brush shape 

Spraypaint ·---~ to generate pattern of loose pixels 

Paint can ·---~to fill an area with current pattern 
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~ SuperCard/SuperEdit 

Button & Field Toolboxes 

Arrow \ to select object, ·--~ to move 

Tr. rect. button ·---~to draw transparent button 

Reg. rect. button ---~ to draw opaque button 

Shad rect. button ----~ to draw button w; shadow 

Tr. poly. button \to draw transparent polygon button 

Reg. poly. button ~~to draw opaque polygon button 

Shad. poly. button ~~to draw polygon button w;shadow 

Rnd. corn. button ·---~ to draw button w;round corners 

Shad. r. c. button ----~ to draw round button w; shadow 

Radio button ·---~.to create radio button 

Check box button ···-~ to create check box button 

Autotrace button ···-~to trace bit map w;polygon button 

Transparent field ·--~ to create transparent field 

Regular field ·--~ to create opaque field 

Shadow field 

Scrolling field 

·--~ to create field with drop shadow 

·---~ to create field with scroll bars 
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~ SuperCarcUSuperEdit 

Menus 

Soue 
Saue as ••• 
Compact 

ICS 

Conuert Stack ••• 
Import Resources .•. 
Import Graphics ••• 
Build Standalone 

Page Setup ••• 
Print... XP 

Objects 

XZ ./Project "Untitled - I" 

Cut 
Copy 
Peste 

XH Window "Untitled" ID • 100 
ace -··-·-·--··-········-··-··--·-···----·-··-···· ........ 
XU Menu "Untitled" 10 • 100 

Clear 
Duplicate 8CD 
Select All 8CR 

Object Script 8CE 
Object Info... XI 

Card Script 
Card Info ••• 

Card "Untitled" ID • 101 

-----·-------- Group XG 
Hide Bkgd Ungroup acu 
Gray Bkgd 
~how Bkgd Lock 

Show lnulslbles 
.llllde lnulslbles 

First Card 881 
Preu Cord 8C2 
NeHt Card 883 
Lest Card 8C4 

Rotate Polygon 
Reshape Polygon 
Reshape Rrc 
Flip Horizontal 
Flip Uerllcal 
Rotate leU 
Rotate Right 

Brush Shapes ••• 
Select Colors ••• 
[dlt Patterns ••• 
TeHt Style... XT 

Select... XF 

....Unlock 

•• •• 
Find... xr 
Find Rgaln XL 
Replace... 8CH 
Replace Rll 8CY 
Replace & Find 8C.J 

Reuert... 8CM 
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~ SuperCard/SuperEdit 

Overview Menus 

Cut 
Copy 
Paste 
Clear 
Duplicate 
Select Rll 

XH Resources 
XC · ······· -·-····--·---·--·····---
XU Select... acr 

XD 
XA 

New Window XN 
Open Window XO 
Window Script XE 
Window Info... XI 

Project Script 
Pro ect Info ••• 

New Item XN 
Item Script XE 
Item Info ... JCI 

Menu Script 
Menu Info ... 

* 
Cut 
Copy 
Paste 
Clear 
Duplicate XD 
Select All XR 

New Card XN 
Open Card XO 
Card Script ICE 
Card Info ••• JCI 

New Bkgd 
Open Bkgd 
Bkgd Script 
Bk d Info ... 

* A vail able in the project overview 
t Available in the window overview 

Available in the menu overview 

t 
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~ SuperCarcUSuperEdit 

Keyboard Equivalents ( 1 of SJ 

Actual size/zoom bits, toggle ................................ 3€ ;~ "'/pencil tool 

Align objects ................................................................................ 3CM 

Align objects, apply current settings ...................................... 3C~M 

Automatic script indent, activate/deactivate ........................... ~-+1 
Autotrace bit map by marqueeing ............... ~----~IV/ autotrace tool 

Autotrace bit map with freehand 
or polygon drawing tools .............................................. 3€----~ wltool 

Autotrace interior of bit map .......................... 3€;~ w; autotrace tool 

Background, display for current card ........................................ 3€8 

Bring to front ............................................................................... 3€= 

Brush shape, select .......................................... ;Jt 1ft paintbrush icon 

Card, display instead of background .......................................... 3€ K 

Circle, create ......................................................... .0 .... lit '"/oval tool 

Clear object ................................................................................... <El 

Clone selected bit map .............................................. ~----~ bit map 

Comment on selected scripting text ........................................... 3€] 

Constrain rounded button 
to 20 by 60 pixels ............................... ~--··lit w; rounded button tool 

Copy object .................................................................................. 3€C 
Create new opaque bit map ............................. ····lit w; any paint tool 

Create new transparent bit map .................. ~--··lit w; any paint tool 

3€ command +-' return mill keypad key 
{} shift ~ enter space bar 
~ option g escape Fl function key 
A control <El delete !~ mouse click 
.. I tab [B) fwd. delete ···-~ mouse drag 



96 • HyperCard/Hypertext 

~ SuperCard/SuperEdit 

Keyboard Equivalents (2 of 5) 

Crop bit map .................................. ····It corner handle ni' arrow tool 

Cut object ..................................................................................... 3€: X 

Display card info .................................. 3€: I from window overview 

Display item info ...................................... 3€: I from menu overview 
or'"'" item object listing 

Display next toolbox ................................................ \ toolbox icon 

Display preceding toolbox .................................... 3€:'" toolbox icon 

Display selected object info .................................. 3€: I or'";" object 

Display window, menu, 
or resource info ..................................... 3€: I from project overview 

Draw with selected bit map .................................. 3€:~·-··~t bit map 

Duplicate objects ......................................................................... 3€:0 

Edit card script ..................................... 3€: E from window overview 

Edit item script ......................................... 3f:E from menu overview 

or 0 '" '" item object listing 
or 0 choose command* 

Edit selected button or field script ................... 3€: E or 0 r~ '" object 

Edit window or menu script .................. 3€: E from project overview 

Erase entire bit map ................................................. '"'" eraser icon 

Find scripting text again (next occurrence) ............................... 3€: L 

Find specified scripting text ....................................................... af:F 
First card in stack, go to ................................................ a€:1 or~~* 

Group objects .............................................................................. 3f:G 

Highlight multiple items in an overview listing ............. 3€: :" items 

Lasso without tightening ..................................... ~-···It "i' lasso tool 

Last card in stack, advance to ...................................... 3€:4 or~~* 
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~ SuperCard/SuperEdit 

Keyboard Equivalents (3 of SJ 

Line break in script ................................................................... ~..., 

Lines at 30° angles, create ........... {} ···-~ w; line tool or polygon tool 

Lock open pattern palette temporarily .... {} \ line or fill indicator 

Make selected element transparent ..................... x···-~ w; lasso tool 

Menus, display in project overview ................ X2 or \ menu icon 

Move selected object in 45° direction .................................... {} ·--~ 

New card ...................... XN from window overview or\\ info bar 

New menu ................ XN from project overview or ~Jtifl: menu icon 

New menu item ............... XN from menu overview or if~: if~: info bar 

New resource ....... X N from project overview or l'~ \ resource icon 

New window ......... XN from project overview or rft. \ window icon 

Next card in stack, advance to ......................................... X3 or~* 
Nudge selected object ................................................. ~. J,, +-, or t 

Open card .............................................. XO from window overview 
or(~\ card object listing 

Open menu ............................................. XO from project overview 
or~~~~ menu object listing 

Open resource ........................................ XO from project overview 
or\\ resource object listing 

X command ..., return liiliJ keypad key 
{} shift ~ enter - space bar 
~ option 0 escape Fl function key 
A control @ delete \ mouse click 
+I tab (!> fwd. delete ·--~ mouse drag 
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~ SuperCard/SuperEdit 

Keyboard Equivalents (4 of 5) 

Open window ......................................... 3€0 from project ovewiew 
or tit {it window object listing 

Paint only over black areas 
(erase overlay mode) .................................... sg·---~ "'/any paint tool 

Paint only over white areas 
(transparent overlay) .................................... ~----~ w1 any paint tool 

Paste object .................................................................................. 3€V 
Perpendicular lines, create ............................. ·---~ "1 perp. line tool 

or 0 ·---~ w1 line tool or polygon tool 
or any painting tool or eraser 

Previous card in stack, go to ............................................. 3€2 orE-* 

Print window .............................................................................. 3€P 

Quit SuperEdit/SuperCard ......................................................... 3€0 

Replace all occurrences of specified scripting text ................... 3€Y 
Replace selected scripting text and find next occurrence ......... 3€J 
Replace selected scripting text ................................................... 3€H 
Resources, display in project overview ...... 3€3 or 'it resource icon 

Revert to original scripting text .................................................. 3€M 
Run project in SuperCard ........................................................... 3€R 

Save project ................................................................................. 3€5 
Scale bit map .............................. ~----~ comer handle w1 arrow tool 

Scale bit map proportionally .................. 3€0~---~ corner handle 
w1 arrow tool 

Scale object proportionally ......................... 3€0 ·---~ corner handle 

Scale object vertically or horizontally ........... 0 ·---~ corner handle 

Select all objects .................................... 3€A or 'it 'it arrow tool icon 

Select entire bit map ........................................... \{it marquee icon 
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~ SuperCarcUSuperEdit 

Keyboard Equivalents (5 of SJ 

Select specified objects ............................... ~ F from any overview 

Send to back ................................................................................ ~-

Shrink marquee to bit map ................................... ~·-·It wlmarquee 

Square, create ............................................... '(}··-It "/rectangle tool 

Text style specifications .......................... ~T or ~r._. ~r.,. type tool icon 

Tighten marquee to bit map ................................. ~--·It "/marquee 

Toggle between button toolbox 
and field toolbox .................................................. ~·~ toolbox icon 

Toggle between paint toolbox 
and draw toolbox .................................................. ~~r.,. toolbox icon 

Uncomment selected scripting text ............................................ ~ [ 

Undo/redo last operation ........................................................... ~Z 

Ungroup object ............................................................................ ~U 

Windows, display in project overview ........ ~ 1 or 'ft. window icon 

Equivalents are applicable to SuperEdit in the 
layout overview. unless otherwise noted 
Accurate for SuperEdit, version 1.0 

~ command ..... return (§] keypad key 
'(} shift ~ enter - space bar 
~ option g escape Fl function key 
A control ® delete ·~ mouse click 
+I tab ® fwd. delete -··It mouse drag 
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Page Layout 
Desktop publishing may have saved the Macintosh at 

- a time when the machine was having something of an 
identity crisis. Now that the Mac is safely heading for 
middle age, however, it is page-layout software that is 
having an identity crisis. 

The root of the problem is that the tremendous growth 
the page-layout market enjoyed has resulted in a num­
ber of legitimate market segments, and the page-layout 
programs are beginning to have a difficult time being 
all things to all people. 

At the low end is the threat from word processing. 
Word-processing software continues to infringe on the 
domain of page layout by adding features that allow 
precise control over the placement of text and graph­
ics. To save this market, page-layout programs must 
offer enough significant features to justify their own 
existence, while maintaining the ease of use that the 
casual desktop publisher requires. 

In the middle ground, page-layout programs must sur­
vive the features war that has most recently resulted in 
PageMaker 4.0 and QuarkXpress 3.0. Power publish­
ers want lots of gee-whiz features (even if they aren't 
going to use them very often). 

At the high end, hordes of specialized publishers stand 
ready to produce thousands and thousands of pages, 
but they require professional-quality indexing, 
reliable cross-referencing and figure numbering, 
version-management tools, and other features that are 
currently in the "close but no cigar" stage of implem­
entation on the desktop . 
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Aldus PageMaker remains the clear leader among page­
layout applications, and version 4.0 puts PageMaker 
in the best position to address the market segmenta­
tion it is facing. The strengths of PageMaker remain its 
intuitive user interface, its highly stable printing capa­
bilities, and the tremendous technical support and end­
user services provided by the Aldus Corporation. The 
enhancements offered in version 4.0 by no means an­
swer every prayer of most PageMaker users, but solid 
improvements in typography and long-document pro­
duction are evident. 

QuarkXpress entered the desktop publishing market 
almost two years after PageMaker, and quickly gained 
a small but vocal following by offering typographic 
control and by appealing to the antibandwagon in­
stincts of the artistic crowd. With version 3.0, Quark 
continues to trade in glitzy features, although the sig­
nificance of these features has decreased dramatically 
in the face ofPageMaker 4.0. The best features ofXPress 
are its suppor~ for multiple master pages, and the mea­
surement palette that allows you to view and edit 
element attributes. The program, however, still suffers 
from a counterintuitive interface and a notorious his­
tory of instability and incompatibility. 
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it Aldus PageMaker 

Toolbox 

Arrow r~ to select element, ·---~ to move 

Diag. line ····It to draw straight line at any angle 

Perp. line ·---~to draw straight line at 45° angle 

Type \ to set text origin,·---~ across type to edit 

Rectangle ····It to draw rectangle 

Rnd. corner ·---~to draw rectangle with round comers 

Oval ··-It to draw ellipse 

Cropping ····It handle to trim portions of graphic 

Menus 

Soue 
Soue os .•• 
Reuert 
(Hport ... 

Page setup ••• 
Print... XP 

Quit XQ 

Show clipboard 
Preferences ... 

Edll sto XE 

lndeH entry... a: 
ShowlndeH ••• 
Create lndeN ... 
Create TOt ... 

I8W 
380 
X5 
X1 

•• X2 . .. 
Go to page... X6 
Insert pages ... 
Remoue pages ... 
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(I Aldus PageMaker 

Menus 
llml!ll 

Font ·- Chicago ~ 
Size ·-leading ·~ Set width • r--
Track ·-Type style . -

--
Type specs ... XT 
Paragraph ... XM 
Indents/tabs ••• XI 
Hyphenation •.• XH 

·-·····"·--------·-· -·· -··-.. 
Alignment • Style • __ .... h_O_O_OPOH_h._ ••-•• ·-.. ··~·-.. ···~··· 
Define styles ••• X5 

,tNo#g/1' 
Body teHI 
Caption 
Headline 
Subhead t 
Subhead 2 

TeNt rotation ... 
TeNt wrap ••• 
Image control ••• 
Rounded corners ... 

Link 
Link 

'--

Courier Other ... 6 
Geneua ""Auto -<>XA 0 
Heluetlca II Q) 
Monaco 11.5 Q(l) 
Symbol IZ 11 
Times 12.5 ,tQ~ 

13 14 

"No track .()XQ 
13.5 10 
14 24 Uery loose 10 50 Loose 

Normal 
24 56 

nght 
56 48 

Uery tight Other ••• 60 
10~ 12 

Normal <>X 80~ 
Bald -<>XB 90~ 

""11111/r. .()XI 
""Normoi<>XH 

!lruW:I!!lJl 9XU 1104f. 
Strlkethru 9X/ 
IIX!lQ!D:ool .()XO 

1204f. 

lllc!:ldk!Xm .() xw 150~ 

Aeuerse 

'""'' "" ""11 Rllgn center <>XC 
Align right -<>XA 
.Justify_ .()X.J 

Hairline 
.5pt---

.... , pt 
2 pt 
4pt 
6pt­
Opt-
12pt-

Help ... 

,tlOOibOH X6 
,tStroll bars 

Style palette ICY 
Color palette ICK 

Document name 
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tJ Aldus PageMaker 

Keyboard Equivalents l 1 of 7J 

Actual size/200%, toggle .................................................... ~0~~~ 

Actual size/fit in window, toggle ........................................... ag~l" 

Actual view size (100%) .............................................. ~1 orag~l" 

Align text centered .................................................................. agoc 
Align text flush-left ................................................................. agoL 
Align text flush-right ............................................................... agoR 
All caps text ............................................................................ ag 0 K 

Arrow tool, select ..................................................................... 0 F 1 

Arrow tool/current tool, toggle ................................................. ~-

Automatic leading ................................................................... ~OA 

Automatic text flow, access in manual mode ........................... ~;" 

Bold text .................................................................................. agos 
Bring to front ............................................................................... ~ F 

Cancel out of nested dialog boxes .................... ~!" CANCEL button 

Change all pages 
to same view size ............................ ~ choose view size command 

Change specified text (search and replace) ................................ ~9 
Circle, create ......................................................... 0 ····Jt w; oval tool 

Clear element ................................................................... <EJ or ll1mg 

Clear kerning .......................................... ~~K. ~ll1mg, or~O~® 
Color palette, show/hide ............................................................ ~K 

Copy element ..................................................................... ~Cor F3 

Cropping tool, select ................................................................ 0 F8 

Cut element ............................................................... ~X. ~Ell., or F2 

Define style sheet ........................................................................ ~3 
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II Aldus PageMaker 

Keyboard Equivalents (2 of 7) 

Determine column width 
of text block .................................. ···-~ "'/type tool or text flow icon 

Determine dimensions 
of imported graphic ............................................ ···-~ w;placing icon 

Diagonal line tool, select .......................................................... 0 F2 

Duplicate element ................................................................... ag~v 

Edit color ............................................... X\ name in Color palette 

Edit layout (exit story editor) ..................................................... agE 
Edit selected text in story editor ................................................ agE 
Edit style sheet ....................................... X\ name in Style palette 

Filters, display list of installed ......... ~ choose ABOUT PAGEMAKER 

Find next occurrence of specified text ....................................... X , 
Find specified text ...................................................................... X8 

Fit in window view size ............................................................. agw 
Force justified text .................................................................. agoF 
Four times actual size ( 400%) .................................................... ag4 

Go to next page .......................................................................... X+l 
Go to preceding page ............................................................. X 0+1 
Go to specified page .................................................................... agG 
Guides, show/hide ...................................................................... agJ 

ag command ~ return fi@ keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <EI delete \ mouse click 
+I tab IB> fwd. delete ·---~ mouse drag 
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t1 Aldus PageMaker 

Keyboard Equivalents (3 of 7) 

Half actual view size (SOo/o) ........................................................ 3€:5 

Hand tool, access temporarily ................................................ ~····It-

Hand tool, constrain ........................................................... -o~····~t-

Hyphenation specifications ........................................................ 3f:H 

Increase type size .................................................................... X .0 > 
Increase type size 1 point only ........................................... X.O~> 

Indent/tab stop specifications .................................................... 3€: I 

Index entry, create ...................................................................... 3€:: 

Index entry, fast ....................................................................... X .0 ; 
Interrupt automatic text flow ........................................................ ~~ 

Italic text .................................................................................. 3€: .0 I 

Justify text ................................................................................ X.OJ 

Kern type, delete %s em ................................................ X® or X~ 
Kern type, insert %s em ............................................. 3€: .0® or X-+ 

Kern type, delete Ytoo em ........................................... ~<!1 or X.O~ 
Kern type, insert 1Aoo em ........................................ .0~<!1 orX.O-+ 

Line break .................................................................................. -Q-..., 

Links to text and graphic files, modify ...................................... X= 

Manual text flow, access in automatic mode ............................ X\ 
Move in 45° direction ........................................ .0 ····~t- w; arrow tool 

Move left indent independently 
of first line indent ......... .0 ·--It- marker in INDENTS/TABS dialog box 

Move text cursor down one line ......................................... J, or mii!2 

Move text cursor down one screen ..................... ~§~ 3 or PAGE DOWN 

Move text cursor left one letter ......................................... ~ or 1§1 4 

Move text cursor left one word .................................. ~~ or Xlillil 4 



Page Layout • 1 07 

II Aldus PageMaker 

Keyboard Equivalents (4 of 7) 

Move text cursor right one letter ....................................... -+ or rnm6 
Move text cursor right one word ................................ ~-+ or agrnm6 
Move text cursor up one line .............................................. 1' or millS 

Move text cursor up one screen ............................... rnm9 or PAGE UP 

Move to beginning of current line .............................................. lm'JJ7 

Move to beginning of current paragraph ..................... sg1' or aglm'JJS 
Move to beginning of current sentence .................................. sgl§il 7 

Move to beginning of current story .......................... Xrnm9 or HOME 

Move to beginning of next paragraph .......................... agJ, or aglm'JJ2 

Move to end of current line ........................................................ rnilll 

Move to end of current sentence ............................................ agrnml 
Move to end of current story ....................................... aglm'JJ3 or END 

New document, create ................................................................ ag N 
No tracking (deactivate tracking) ............................................ ago a 
Nonbreaking em space character ............................................ ag"(}M 
Nonbreaking en space character ............................................. agoN 
Nonbreaking hyphen ............................................................... ag~-
Nonbreaking slash ................................................................... sg~/ 

Nonbreaking thin space character .......................................... ag 0 T 

ag command 4-' return mill keypad key 
"(} shift ~ enter space bar 
~ option g escape Fl function key 
A control ([) delete l~ mouse click 
+I tab [!) fwd. delete ···-~ mouse drag 
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• Aldus PageMaker 

Keyboard Equivalents (5 of 7) 

Normal (plain) text ................................................................ XO-
Normal (square) horizontal spacing ....................................... XOX 

OK out of nested dialog boxes ................................. ~\ OK button 

Open existing document ............................................................. XO 
Optional hyphen ......................................................................... X-

Outline text .............................................................................. X 0 D 

Oval tool, select ........................................................................ "(} F7 

Page number character ............................................................ X~P 

Paragraph specifications ............................................................. XM 
Paste element ............................................................ XV, 1§1 0, or F 4 

Perpendicular line tool, select ................................................. "(} F3 

Place text or graphic document .................................................. XD 

Print document ........................................................................... X P 

Quit Aldus PageMaker ................................................................ XQ 

Rectangle tool, select ................................................................ OFS 

Reduce type size ...................................................................... XO< 
Reduce type size 1 point only ............................................. XO~< 

Revert to last mini-save ....................................... 0 choose REVERT 

Rounded corner tool, select ..................................................... "(} F6 

Ruler guide, create .................................................... ····lit from ruler 

Rulers, show/hide ....................................................................... XR 

Save document ............................................................................ XS 

Scale bit map proportionally 
to optimal resolution ................................... X'(}""""Iit corner handle 

Scale proportionally ....................................... "(} .... lit corner handle 
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l1 Aldus PageMaker 

Keyboard Equivalents (6 ot 7J 

Select all elements on page and pasteboard .............................. agA 
Select all text from cursor location 
to beginning of story ............................................................ ag {}!i1m 9 

Select all text from cursor location 
to end of story ...................................................................... ag{}!i1m3 

Select all text in story .......................................... \ "/type tool, agA 
Select current then preceding paragraphs ........... ag-ot or ag{}ffill!8 
Select current then succeeding paragraphs ......... ag{}J, or ag{}(g) 2 

Select entire paragraph ......................................... (~ \ ;~ "/type tool 
Select entire word .................................................... ;ito!~ "/type tool 
Select image behind current selection ...................................... ag~it 

Select next letter ........................................................ -o~ or {}ffilll 6 
Select next word ................................................. {}~~or ag-o-rnm 6 

Select preceding letter ............................................... -o~ or {}!i1m 4 

Select preceding word ........................................ {}~~ or ag{}(g) 4 

Semiautomatic text flow, access temporarily ........................... {};ito 
Send to back ................................................................................ ag B 

Shadow text ............................................................................. ag {} W 
Small caps text ........................................................................ ag{}H 

Snap to guides, activate/deactivate ............................................ agu 
Snap to rulers, activate/ deactivate ............................................. ag [ 

ag command ..... return li1m keypad key 
{} shift ~ enter - space bar 
~ option g escape Fl function key 
A control <EI delete :~ mouse click 
+I tab [B) fwd. delete ····It mouse drag 
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@I Aldus PageMaker 

Keyboard Equivalents (7 of 7) 

Square, create ............................................... 0 ····tit "/rectangle tool 

Strikethru text ......................................................................... 3C 0 I 
Style palette, show/hide ............................................................. 3CY 
Subscript text .......................................................................... 3CO-
Super fit in window ................................. 0 choose FI1' IN WINDOW 

Superscript text ....................................................................... 3CO= 

Three-quarters actual view size (75%) ....................................... 3€7 

Toolbox, show/hide .................................................................... 3C6 
Twice actual view size (200%) ............................... 3C2 or3CO~'ft 
Type specifications ..................................................................... 3CT 
Type tool, select ....................................................................... 0 F 4 

Underline text ......................................................................... 3COU 
Undo/redo last operation .................................................. 3CZ or Fl 

Accurate for Aldus PageMaker, version 4.0 

3C command ..... return lim~ keypad key 
0 shift ~ enter space bar 
~ option g escape Fl function key 
A control <EI delete \ mouse click 
+I tab [B) fwd. delete ····tt mouse drag 
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II Aldus PageMaker 

Ten Hottest Tips 

o Toolbox in the way? If you need more room on screen 
and you own an extended keyboard (with function 
keys and so on), you can get rid of the toolbox and 
access all tools from the keyboard. This is especially 
useful for SE's and other computers with small moni­
tors. To get the arrow tool, press SHIFT-Fl. Press SHIFT­
F2 for the diagonal line tool, SHIFT-F3 for the perpen­
dicular line tool, sHIFT-F4 for the type tool, and so on 
in the order they appear in the toolbox. 

o Using the pasteboard. When you transfer an element 
from one page to another, the usual temptation is to 
cut the element, turn the page, and paste. Unfortu­
nately, elements can jostle a little when sent to the 
Clipboard, especially if multiple elements are involved. 
To avoid this problem, drag the selected elements onto 
the pasteboard (the area around your pages), and then 
change pages and drag the elements off the pasteboard. 
Elements on the pasteboard appear no matter what 
page you are on. 

<> SAVE As shrinks file sizes. PageMaker saves time dur­
ing a save by simply tagging any changes to the end of 
a file. Unfortunately, this means that every time you 
open a file and make changes, it takes up more room 
on your disk or hard drive, even if you don't add any 
elements or pages to your document. To reduce the 
size of a file (especially when archiving), you must 
rebuild the file on disk by choosing the SAVE AS com­
mand and saving over the old version of the file. (Your 
disk or drive must have an amount of free space equal 
to the size of your file to complete a SAVE AS operation.) 
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<> Escaping the nest. Unfortunately, a trend has devel­
oped in advanced Macintosh software interfaces to­
ward an excessive use of dialog boxes within dialog 
boxes, known as nested dialog boxes. For example, if 
you want to edit the position of a paragraph rule in a 
style sheet in PageMaker, you choose the DEFINE STYLES 
command to display the DEFINE STYLES dialog box, click 
the EDIT button to display the EDIT STYLE dialog box, 
click the pARA button to display the pARAGRAPH SPECI­
FICATIONS dialog box, click the RULES button to display 
the PARAGRAPH RULES dialog box, and click the OPTIONS 
button to display the PARAGRAPH RULE OPTIONS dialog 
box. That's five dialog boxes deep! (Some kind of award 
is in order.) But the worst part about diving to the floor 
of the dialog abyss is the prospect of having to swim 
back out again. You have to press the RETURN key five 
times or repeatedly click OK to escape the dialog boxes 
and instruct PageMaker to record your changes. Click 
the CANCEL button just once, and you'll have to take the 
plunge all over again. 

In PageMaker's defense, however, the program pro­
vides a shortcut to the surface. To escape nested dialog 
boxes, press the OPTION key as you click the OK or 
CANCEL button. All five dialog boxes will close and 
PageMaker will either record or cancel your changes, 
depending on the button clicked. 

<> Layers of elements. A problem that arises in any ob­
ject-oriented application is trying to get to elements 
that are buried behind other elements. PageMaker al­
lows you to select a completely covered element, 
however, by command-clicking with the arrow tool. 
The first command-click selects the foremost element, 
the second click selects the next element down, and so 
forth, right on down the layering order. 



Page Layout • 11 3 

Incidentally, this is also a useful method for selecting 
elements when column guides or ruler guides are get­
ting in the way. If your guides are configured in front 
of your elements (as set by choosing the PREFERENCES 
command from the EDIT menu), command-click to 
access an element-such as a 1-point line-covered by 
a guide. 

~ Editing the graphic boundary without wrapping. To 
wrap type around a graphic, you must click on a graphic 
boundary created with the TExT WRAP command, as 
explained earlier in this section. If you have ever done 
this, you probably realize how frustrating it can be to 
have to wait for the text to rewrap every time you 
move a handle. By pressing the space bar, however, 
you can delay the rewrapping process, allowing you to 
manipulate many handles without waiting. When you 
release the space bar, the text will rewrap. 

+ Default text wraps. If you're like us, you get tired of 
entering the same values over and over again into the 
TEXT WRAP dialog box. However, if you enter a default 
set of wrapping values, not only will all placed graph­
ics get wrapping boundaries, but so will all lines or 
shapes created in PageMaker. To create default values 
that only appear when you want them to, choose TEXT 
WRAP from the OmaNs menu while no element is se­
lected. Then select the second "Wrap option" icon, 
select the "Text flow" icon of your choice, and enter 
the values you want to apply to graphics most oft;:,n. 
Now, instead of clicking the OK button, click the first 
"Wrap option" icon and then click OK. From now on, 
when you import drawings, they will appear without 
boundaries. But when you choose TEXT WRAP and click 
the second "Wrap option" icon, all of your default 
settings will appear. 
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+ Fast and easy fractions. PageMaker 4.0 makes it pos­
sible to create perfect fractions, regardless of whether 
it's %, %, or 999/tooo. First, make sure to use the real frac­
tion symbol-accessed by pressing SHIFT-OPTION-1-
rather than the standard slash. Then superscript the 
numerator (top number) and subscript the denomina­
tor (bottom number). Select the entire fraction with 
the type tool and press COMMAND-T to display the TYPE 
SPECIFICATIONS dialog box. Then click the OPTIONS button 
to display the TYPE OPTIONS dialog. Change the last three 
options to 55, 35, and 0, so that the subscripted char­
acters sit exactly on the baseline and are identical in 
size to the superscripts. If you intend to use fractions 
often, assign these specifications to a style sheet for 
easy access. 

Type options 

Small caps size: ltll+j % of point size 

Super/subscript size: ~%of point size 

Superscript position: ~ % of point size 

Subscript position: CJ % of point size 

n OK D 

(Cancel] 

Set the superscript and subscript options in the TYPE 

OPTIONS dialog box to the values shown above to create 
perfect fractions. 
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• Importing tabloid graphics. PageMaker won't let you 
import a graphic larger than the current document size. 
If you try, the graphic will automatically be reduced to 
fit. If you want to import a tabloid illustration (11 by 
17 inches) for use in a two-page spread, create a new 
document with tabloid page size. Then place the 
graphic, choose the CuT command, close the file with­
out saving, open the file where you want to import the 
graphic, and paste. This method even works for TIFF 
files, which must tag the original graphic document. 

• Scaling bit-mapped graphics. This tip is not a sugges­
tion; it's a must for manipulating bit-mapped graph­
ics. All bit maps are locked into a certain resolution, 
whether it's 72 dots per inch, as in the case ofMacPaint 
artwork, or higher. The resolution of a bit map rarely 
jibes with that of your printer, producing moire pat­
terns. If you press the coMMAND key when dragging at a 
comer handle of a painting, PageMaker automatically 
scales the bit map to a percentage compatible with the 
printer. Note that you must have the APD for your 
final output device selected in the PRINT TO dialog for 
this operation to work successfully. In other words, if 
you intend to eventually print to a Linotype, select the 
Linotype APD even if you are currently printing proofs 
to a laser printer. 
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• Ready,Set,Go! 

Toolbox 

Arrow \ to select element, ··-Jt to move 

Hand ····Jt to move pages in window 

Type ····tt to create text block (not used to edit) 

Text-entry \ to set origin in block, ·--Jt across to edit 

Linking ~~ each text block in link, ~~ \ to end link 

Picture ····Jt to create picture block 

Cropping ~~ to set origin in picture block 

Rectangle ····tt to draw rectangle 

Rnd. corner ····tt to draw rectangle with round comers 

Oval ····tt to draw ellipse 

1- Perp.line ····Jt to draw straight line at 45° angle 

' Diag.line -··tt to draw straight line at any angle 
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• Ready,Set,Go! 

Menus 

New 
Open ••• 
Close 
saue 
soue As ... 
Soue Defaults 
Reuert 
Page Setup ... 
Printer Setup ... 
Print... 8CP 
Get Text... 8C' 
Put Text ... 
Get Picture... 8C' 
Quit aco 

..1'1oln ~-p 
Bold ~B 
/1111/r ~-I 
!.lruW:llU ~xu 
IDJJil!Dixg ~-0 
mmlllml 98CS 
Condense ~-c 
EHtend ~-( 
Ouerstrlke 938H 

Case Conuersion 

01Pu1tn!l 
tltlliPmltnll 

.;1]1liPaanll 
II oO IPu1tn!l 
!liD IPdDll 
00 IPmltnll 
Other ... ~-/ 

Select Rll 
Duplicate ... 
Moue ... 

lock 
JUnlock 

Bring To Front 
Send Behind 

Sentence cops 
Rll CRPS 
oil lower 
Word Cops 

8CH 
XC 
acu Mono co 

Symbol 
Times 

XR 
MD 

acu 

•• ·-

word Spacing ... ~acw 
Line Spacing ... 
Paragraph Spacing ... 

-·· ... --" ·-·. --··--~----··~-
Paragraph Indent ... 
Left Indent ... 
Right Indent ... 

----- -· ----------

Track ... 9XK 
Letterspace ... ~MD 
Shift Up ... 
Shift Down ... 

....Sasellne 
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~ Ready,Set,Go! 

Menus 

1111111 11!111111!111 
Find •.• Chect :q rtnd NeMl x r Suggest ... 
Replote ... Rdd Word Xl 

Feeing Pages X£ Size To Fit X I 
Thumbnails ... X 6 Heir Size X2 
Ulews ~ 75~ Size ., 

Replete NeHt XR -- ..fActual Size X 4 
Insert Pogoh ) ... Double Size X 5 

..;1typhenoHon On Delele Poge(sl ... 
Hyphenation Oft Go To Page ••• 9XT 
Hyphenation Speu ... 

Preferences ... 9XU 
Color ... 9Xr ..lUte Moster 
--- -----
Tobs ... X T w"'Snop To 9XN 
Type Specs ••• X Y Grid 9XG 
Styles ... XH ""'uldu 9XY 
Remoue Stylet 9XH Design Grids ... ., 
Glossorles ... XG lock Guides 

-
Spellln~ ~ Rll~nmenl ... 9XA 
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• Ready,Set,Go! 

Keyboard Equivalents l 1 of SJ 

Actual size/size to fit, toggle .................................................. 3€~!~ 

Actual view size (lOOo/o) •...........•....................................•........... 3€4 

Actual/double view size, toggle ......................................... 3€0~\ 

Add selected word to user dictionary ........................................ 3€ L 

ALIGNMENT dialog, display ...................................................... 3€0A 
Arrow tool, select ................................................................ 3€0~A 

Bold text .................................................................................. 3€ 0 B 
Bring to front ............................................................................... 3€:;;;: 

Center text (middle-justify) ..................................................... 3€0M 
Check spelling ............................................................................. 3€ K 

Circle, create ......................................................... 0 ····"' "'/oval tool 

Clear element ................................................................................ <El 

COLOR SELECfiON dialog, display ............................................ 3€0F 
Condensed text ........................................................................ 3€ 0 C 

Copy element .............................................................................. 3€C 
Cropping tool, select ............................................................ 3€0~C 

Cut element ................................................................................. 3€X 

Design grids, display dialog ....................................................... 3€9 

Diagonal line tool, select ..................................................... 3€0~0 

Double view size (200°/o) ............................................................ 3€5 

3€ command .... return ~lim keypad key 
0 shift ~ enter - space bar 
~ option B escape Fl function key 
A control <El delete (~ mouse click 
+I tab [B) fwd. delete '"'""' mouse drag 
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• Ready,Set,Go! 

Keyboard Equivalents (2 of 5) 

DUPLICATE dialog, display ........................................................... ago 

Extended text ........................................................................... ag 0 E 

Facing pages, display .................................................................. agE 
Find next occurrence of specified text ....................................... ag F 

Get picture (when picture block selected) ................................. ag' 
Get text (when text block selected) ............................................ ag' 
GLOSSARIES dialog, display ......................................................... agG 
Glossary, current date ............................................................. agG, D 
Glossary, current date, abbreviated .................................... agG, ~D 
Glossary, current day and date ........................................... XG, OD 

Glossary, current time with seconds .................................. agG, 0 T 
Glossary, current time without seconds ................................ agG, T 

Glossary phrase, 
insert into text ............................................. agG, glossary character 

Go to next page ............................................................................ aga 
Go to preceding page .................................................................. X 7 

Go to specified page ................................................................ ago T 

Grid, activate (guides off) or deactivate ................................. agoG 
Guides, activate (grid off) or deactivate ................................ ,agoy 

Half actual view size (50%) ........................................................ ag2 
Hand tool, access temporarily ................................................ ~····~ 

Hand tool, select .................................................................. ago~H 

Insert text block into chain 
preceding current block ........................................... 0 'ft. "/link tool 

Italic text .................................................................................. ag .0 I 

Justify text (full justification) .................................................. agoJ 
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• Ready,Set,Go! 

Keyboard Equivalents (3 of SJ 

KERN dialog, display ........................................ ~~ w;type tool, X'(}K 

Left-justify text ........................................................................ X'(}L 

Linking tool. select .............................................................. X'(}~L 

Link two existing chains .............................................. \ w; link tool 
in first chain, '(}~\ in second 

Lock element ............................................................................... XU 

New document, create ................................................................ XN 

Open existing document ............................................................. XO 
Other type size ........................................................................ X'(} I 
Outline text .............................................................................. X'(} D 

Oval tool, select ................................................................... X-(}~0 

Overstrike text ......................................................................... X'(} X 

Page number character, current page .................................. Xi)-~3 

Page number character, next page ...................................... X-(}~5 

Page number character, 
next page in text chain ........................................................ X'()-~7 
Page number character, preceding page ............................. X-(}~4 

Page number character, 
preceding page in text chain ............................................... X-(}~6 

Page number character, 
total pages in document ...................................................... X-(}~8 

X command +-' return mm keypad key 
'(} shift ~ enter - space bar 
~ option e escape Fl function key 
A control <El delete ~~ mouse click 
+I tab [!) fwd. delete ····~ mouse drag 
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• Ready,Set,Go! 

Keyboard Equivalents (4 of 5) 

Paste element ............................................................................. ,sgv 

Perpendicular line tool, select ............................................ sg-Qo~R 

Picture tool, select ............................................................... sg-Qo~P 

Plain text .................................................................................. sg .0 P 

PREFERENCES dialog, display .................................................... X-Q-V 
Print document .......................................................................... ,sgp 

Quit Ready,Set,Go! ...................................................................... XO 

Rectangle tool, select ........................................................... X-Q-~8 

Remove styles .......................................................................... sg-Q-H 
Replace next occurrence of specified text ................................. XR 
Right-justify text ..................................................................... ,sg-Q-R 
Rounded corner tool, select ................................................ X-Q-~0 

Save document ............................................................................ XS 

Select all elements ...................................................................... sgA 
Select all text in chain ................................ ~~ wltext entry tool, XA 
Select entire line of type ............................... ~r.,. ~r.,. ~... w; text entry tool 

Select entire paragraph .............................. ~"~ ~r.,. ~ ... ~... '"/text entry tool 

Select entire word 
with following space ....................................... ~"'~~ wltext entry tool 

Select entire word 
without space ............................................... X(~\ "1text entry tool 

Select text in block .................................. \ "1text entry tool, X.OA 
Send to back ................................................................................ X-
Shadow text ............................................................................. X .0 S 

Size to fit (fit in window) ........................................................... Xl 
Snap !o guides, activate/deactivate ........................................ X.ON 
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• Ready,Set,Go! 

Keyboard Equivalents (5 of 5) 

SPECIFICATIONS dialog, 
display for each selection ........................................................... ::tgM 

Split chain in two ................................................. X-Q-ift IV/ link tool 

Square, create ............................................... '{} ····~ w; rectangle tool 

STYLE SHEET dialog, display ........................................................ ::JgH 

Suggest spelling for misspelled word ........................................ ::JgJ 

Tab stop specifications ............................................................... ::tgT 

Text entry (insertion) tool, select ........................................ ::tgO~I 

Three-quarters actual view size (75%) .................................... ,.,::JgJ 

Thumbnails, view ....................................................................... ::tg6 

TRACK dialog, display ................................... ····~ wltype tool, XOK 
Type specifications ..................................................................... 3GY 

Type tool, select ................................................................... ::tgO~T 

Underline text ......................................................................... ::tgOU 

Undo/redo last operation ............................................................ ::tg Z 

WORD SPACING dialog, display ................................................ ::JgOW 

Accurate for Ready,Set,Go!, version 4.5a 

sg command ~ return (§!I keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <!J delete \ mouse click 
+t tab (!) fwd. delete ·---~ mouse drag 
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• QuarkXPress 

Toolbox 

Mover 

Editing 

Rotation 

Zoom 

Type 

\ to select element, --~ to move 

~~insert type,·---~ to move graphic in box 

···-~ to rotate text and picture boxes 

\ to magnify page, ~\ to demagnify 

···-~ to create text block (not used to edit) 

Rect. picture ····~to draw rectangular picture block 

Rnd. picture ··-~ to draw rounded picture block 

Oval picture ·--~to draw elliptical picture block 

Poly. picture ····~to draw polygonal picture block 

Orthog. line 

Diag.line 

Linking 

Unlinking 

····~to draw straight line at 45° angle 

··-~ to draw straight line at any angle 

\ text block to add to current link 

\ tailfeathers to remove link 



• QuarkXPress 

Menus 

Close 
Saue xs 
saue os ••• 
Reuert to saued 

Get TeHt/Pitture... XE 
SaueTeHt ... 
Saue Page os EPS ... 

Document Setup ... 
Page Setup ... 
Print... XP 

Quit xa 

cut 
Copy 
Poste 
Cleor 

Utilities 

Select Rll xn 

Show Clipboard 

Flnd/Ctacmge XF 
Preferences • 
Style Staeets ... 
Colors .. . 
H&.Js .. . 

Page Layout • 1 2 5 
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• OuarkXPress 

Menus 
IDIDII 

Color • "'Black OCher ••• 
Shade • Blue 0~ 

Negatlue 3Ci)- Cyan 10% 
-·-"·-•M-•-~'-"' ,,,..,,,_,,_,, .. ,,_.,_,_,_ .. _., .. ,_,_,,_,_,,,_,_,_, .. Green 20'?. 
~ormal Contrast 3Ci)N Magenta 30'Yo 

High Contrast 3Ci)H Red 40'Y. 
Posterlzed 3Ci)P Registration 50% 
Other Contrast ••. 3Ci)C White 60% 

Yellow 70% 

.,., 1\1 Normal Screen 
80% 
90% 

ilj 60-llne Line Sc:reen/o• 
,.;'IOD~ 

~3D-Line Line Screen/45° 

-20-Line Dot Sc:reen/45• 

Other Screen ••• 3Ci)S 

IDIDII 
Line Style • .... 
End caps • '--"' ------Wldtll • Color • Shade • 

Other ••• 
D1. 
ID~ 
20'! 
30'! 
40~ 
so~ 
6D% 
70% 
SD% 
90~ 

.... roo~ 

Actual Size 
2DD% 
Thumbnails 

--------·-·-::. .. ......... 
Ill • Ill • 

Other ••• Ki)\ 
Hairline 

..... pt ---
2 pt ---
4pt- ....SiliCic 
6pt- Blue 
Spt- cyan 
12pt- Green 

Magenta 
Red 
Registration 
White 
Yellow 

3CI 
Suggested Hyphenation... 3CH 
Hyphenation EHceptlons ••• 

Hide Guides Library ••• 
"'Snap to Guides ··-·· -·- .. --·-·-····-· -·-·-·--·-.. ·-·- - .. 

Hide Rulers KR Font Usage ••. 
Sllow lnuislbles XI Picture Usage ... 

Hide Tools 
Hide Measurements 
Hide Document La out 

Tracking Edit ••• 
Kernln Table Edit ••• 

Duplicate I!D 
Step end Repeat ... 
Delete 3CK 

Group 3CG 
Ungroup 3CU 
Constrain 
Loclc l!l 

Send to Bette 
Bring to Front 
Space/RIIgn ... 

Master Guides ... 
Section ... 

Preulous 
NeHt 
First 
Last 
Go to... XJ 

Dlsplo 
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• QuarkXPress 

Keyboard Equivalents ( 1 of BJ 

Actual size/200o/o, toggle ........................................................ 3€~'~ 

Actual size/fit in window, toggle .............................................. ~'~ 

Actual view size (100°/o) ............................................................. 3€1 
All caps text ............................................................................. 3:C.OK 

Bold text .................................................................................. 3€-Q-B 

Center picture .......................................................................... 3€-Q-M 

Center text ............................................................................... 3:C .0 C 
Character specifications .......................................................... 3€.00 
Check spelling for single word ................................................... 3:CW 
Check word count and spelling for story ............................... 3:C~W 

Circle, create ......................................................... .0 ----~ n;1 oval tool 

Clear element ................................................................................ <EJ 

Copy element ..................................................................... 3:CC or F3 

Copy paragraph formats 
to selected text block ........................... .0~'" formatted text block 

Cut element ....................................................................... 3:C X or F 2 

Delete all tabs .............................................................. ~'" tab ruler 

Delete next letter .............................................................. 0® or lB> 

Delete next word ................................................................... 3€0® 

3:C command +-' return @J) keypad key 
i} shift ~ enter - space bar 
~ option ~ escape Fl function key 
A control <EI delete 

'" 
mouse click 

+I tab lB.> fwd. delete ·---~ mouse drag 
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• QuarkXPress 

Keyboard Equivalents (2 of BJ 
Delete preceding letter ................................................................. <EI 

Delete preceding word .............................................................. 3C<EJ 
Delete ruler guides ............................................................ ~\ ruler 

Delete selected pictures and lines .............................................. 3€: K 

Demagnify view size ........................................................... 3CA ~,~ 
Duplicate element ....................................................................... 3€:0 

Find specified text and change .................................................. sg F 
Fit in window view size ............................................................. ago 
Formatting specifications ....................................................... sg{}F 
Frame specifications ................................................................... sg F 

GENERAL PREFERENCES dialog box, display .................................. sgy 
Get text/picture ........................................................................... sg E 

Go to first page ....................................................................... .0HOHE 

Go to last page .......................................................................... 0 END 

Go to next page ............................................................... 0PAGE DOWN 

Go to preceding page ......................................................... .0PAGE UP 

Go to specified page .................................................................... sgJ 
Group elements ........................................................................... sgG 

Help ................................................................................ ,sg/ or HELP 

High-contrast picture style ..................................................... 3C.OH 

Import picture at 72 dpi ....................................... .0 during import 

Increase baseline shift 1 point ............................................ 3€:.0~= 

Increase horizon tal text scaling 5% ........................................... 3€:] 

Increase leading 1 point .......................................................... 3€:.0' 

Increase leading 1/to point ..................................................... sg -(}~ ' 
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• QuarkXPress 

Keyboard Equivalents (3 of SJ 
Increase line weight ................................................................ ago> 
Increase line weight 1 point only ....................................... ago~> 

Increase picture scaling 5% ................................................ XO~> 

Increase type size .................................................................... X 0 > 
Increase type size 1 point only ........................................... XO~> 

Indent here character .................................................................. X\ 

Italic text .................................................................................. X 0 I 

Justify text (full justification) .................................................. XOJ 

Kern type, delete Y2o em ........................................................... X 0 [ 

Kern type, delete 1/2oo em ...................................................... XO~[ 

Kern type, insert Y2o em ........................................................... X 0] 

Kern type, insert Y2oo em ...................................................... XO~] 

Leading specifications ............................................................ XO E 

Left-justify text ........................................................................ sgoL 
Line break .................................................................................. 0+-' 

Lock/unlock element .................................................................. sg L 

Magnify view size ................................................................... sgA \ 
Modify picture or line specifications ......................................... sgM 
Move element in 45° direction ......................... 0 --~ wlmover tool 

Move element in group .................................... sg--~ w; editing tool 

sg command ..... return mill keypad key 
0 shift ~ enter space bar 
~ option g escape Fl function key 
A control <El delete 'ft. mouse click .. , tab (B) fwd. delete ····~ mouse drag 
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• OuarkXPress 

Keyboard Equivalents (4 of 8) 

Move selected element 0.1 point ............................ ~-+, .J,, +-, or t 
Move selected element 1 point .................................. -+, .J,, +-, or t 
Move text cursor down one line .................................................... .J, 

Move text cursor left one letter .................................................... +-

Move text cursor left one word ................................................. X+-

Move text cursor right one letter .................................................. -+ 
Move text cursor right one word ............................................... X-+ 
Move text cursor up one line ......................................................... t 
Move to beginning of current line ......................................... X~+-

Move to beginning of current paragraph .................................... Xt 
Move to beginning of current story ........................................ X~t 

Move to end of current line ................................................... X~-+ 

Move to end of current paragraph .............................................. X.J, 

Move to end of current story ................................................... X~.J, 

Mover tool, access temporarily ............................................... x·-·~t 

Negative picture style ............................................................. X.O-

New column ................................................................................. ~ 

New document, create ................................................................ XN 

New picture box ....................................................................... -o~ 

Nonbreaking en space character ............................................ X~-

Nonbreaking hyphen .................................................................. X= 

Nonbreaking thin space character ............................................ X-

Normal contrast picture style ................................................. X.ON 

Open existing document ............................................................. XO 
Optional hyphen ......................................................................... X-
Optional line break .................................................................... ag...., 
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• OuarkXPress 

Keyboard Equivalents (5 of BJ 
Other contrast picture style .................................................... X.OC 
Other line weight .................................................................... X .0 \ 
Other screen picture style ....................................................... X .OS 
Other type size ........................................................................ X .0 \ 
Outline text .............................................................................. X .0 D 

Page number character, current page ......................................... X3 
Page number character, next page .............................................. X4 

Page number character, preceding page ..................................... X2 
Page setup ................................................................................ X~P 

Paste element ..................................................................... XV or F4 

Plain text .................................................................................. X .0 P 

Posterized contrast picture style ............................................ X.OP 
Print document ........................................................................... X P 

Quit QuarkXPress ....................................................................... XQ 

Reduce baseline shift 1 point .............................................. X.O~-
Reduce horizontal text scaling 5% ............................................. X[ 

Reduce leading 1 point ........................................................... X.O: 
Reduce leading 1/10 point ...................................................... X.O~; 

X command ..... return ~ keypad key 
-o shift ~ enter space bar 
~ option B escape Fl function key 
A control <!] delete (~ mouse click 
+I tab [B) fwd. delete ····lit- mouse drag 
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• OuarkXPress 

Keyboard Equivalents (6 of BJ 

Reduce line weight .................................................................. a€.0< 
Reduce iine weight 1 point only ......................................... ~.0~< 
Reduce picture scaling So/o .................................................. ~0~< 

Reduce type size ...................................................................... ~O< 

Reduce type size 1 point only ............................................. ~'(}~< 

Right-justify text ..... · ................................................................. ~OR 

Ruler guide, create .................................................... ····It- from ruler 

Ruler specifications ................................................................. ~ '(} N 

Run type around graphic ............................................................ ~T 

Save as different name or location ......................................... ~~S 

Save document ............................................................................ ~S 

Scale box 
proportionally ............................................. -a-~--lt- corner handle 

Scale box to square ......................................... .0 ····It- corner handle 

Scale picture to fill box exactly .............................................. ~'(}F 

Scale picture to fill box proportionally .............................. ~'(}~F 

Scale picture with box .................................... ~--··It- corner handle 

Scale picture with box 
proportionally ......................................... ;~o~·-··1\' corner handle 

Scale picture with box 
to square· ...................................................... M'(} ····~\' corner handle 

Select all elements ...................................................................... ~A 

Select all text from cursor location 
to beginning of story ............................................................ ~'(}~t 

Select all text from cursor location 
to end of story ...................................................................... ~ '(}~J, 

Select all text in chain ..................................... \\\\\ w; type tool 
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• OuarkXPress 

Keyboard Equivalents l? of 8} 

Select current 
then preceding paragraphs ..................................................... ~Ot 

Select current 
then succeeding paragraphs ................................................... ~{}-!, 

Select entire line of type ....................................... '"'.:"''"' '"/type tool 

Select entire paragraph ...................................... '"' '"' \ '"' wltype tool 
Select entire word .................................................... ''"'"' w;type tool 

Select next letter ....................................................................... 0~ 

Select next word .................................................................... ~{}~ 

Select preceding letter .............................................................. 0~ 

Select preceding word ........................................................... :Jg{}~ 

Select tool above current tool ............................................... ~ 0+1 

Select tool below current tool ................................................... :Jg+l 

Select tool, permanently ............................................ ~~"' tool icon 

Shadow text ............................................................................. ~ 0 S 

Show/hide invisible elements .................................................... ~! 

Show/hide measurements ....................................................... ~~M 

Show/hide rulers ........................................................................ XR 

Small caps text ........................................................................ :Jg 0 H 
Square, create ............................................... .0 ····~ "/rectangle tool 

~ command ~ return lilill keypad key 
0 shift ~ enter space bar 
~ option ,g escape Fl function key 
A control <&1 delete 

''" 
mouse click 

-+I tab [B) fwd. delete ····~ mouse drag 
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.. QuarkXPress 

Keyboard Equivale~ts (8 of BJ 

Step and repeat (duplication technique) ................................ 3€~0 

Strikethru text ......................................................................... X .0 I 
Subscript text .......................................................................... 3€ .0 -
Suggest hyphenation for single word ......................................... 3€H 

Superior text ............................................................................ 3€-Q-V 
Superscript text ....................................................................... 3€.0= 
Symbol font, 1 character ................................. 3€.00, character key 

Tab stop specifications ........................................................... 3€.0 T 
Twice actual view size (200%) .............................................. 3€~~~ 

Underline text ......................................................................... X.OU 
Undo/redo last operation .................................................. 3€Z or Fl 

Ungroup elements ....................................................................... 3€U 

Word-only underline text ....................................................... 3€-Q-W 

Zapf Dingbats, 1 character .............................. 3€-Q-Z, character key 

Accurate for QuarkXPress, version 3.0 

3€ command +-' return ~ keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <EI delete ~~ mouse click 
+I tab l:E> fwd. delete ·---~ mouse drag 
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Painting Software 
Why own a painting program? With the continued 
enhancements of drawing programs such as Adobe 
Illustrator and Aldus FreeHand, you may think the era 
of jagged artwork has come to an end. 

But in fact, it is unlikely that painting software will 
ever completely outlive its functionality. For starters, 
painting programs like MacPaint and DeskPaint are 
great sketching tools. Unlike drawing programs, which 
require you to think in terms of Bezier control handles, 
line caps, and intermediary blends, paint programs 
provide simple, straightforward tools like pencils and 
erasers. And since little interpretation is required by 
your software, these tools work just like their real-life 
counterparts. Your screen displays the results of your 
mouse movements instantaneously. This allows you 
to draw, see what you've drawn, and make alterations, 
all in the time it takes the appropriate neurons to fire 
in your brain. 

Fine, painting programs are easy to use, but what about 
the jagged results? Unfortunately, we are too quick to 
malign aging technology. Many people fail to see that 
jagged edges are as much an attribute of painting soft­
ware as a detriment. Like the haphazard dots in a 
Jackson Pollock painting, loose pixels can be used to 
create random spraypainting effects and eye-catching 
mezzotints. Not even the most advanced drawing soft­
ware can make such claims. 

On the high end, color painting programs offer capa­
bilities that far exceed those of any other branch of 
software. Taken to their extreme, 24- and 32-bit pro­
grams like PixelPaint Professional become photo­
graphic microprocessing laboratories, complete with 
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tools for enhancing images; adjusting hue, lightness, 
and contrast; and merging foregrounds with back­
grounds to produce exciting double exposures. 

If you're nonetheless wary of jagged edges, you can 
sketch your ideas in a painting program, and then trace 
them in a drawing program. Or, you can create large 
monochrome paintings that will later be shrunk down 
in a page-layout program or a word processor. 

When using color painting software, you may blend 
colors to lessen the contrast between pixels, almost 
eliminating the appearance of jagged edges entirely. 
Color applications are useful even if you own a mono­
chrome printer, such as a LaserWriter, since they al­
low you to create gradual transitions between shades 
of gray. 
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9> DeskPaint 

Toolbox 

Type 

Zoom 

Hand 

Charcoal 

Airbrush 

Autotrace 

Paint can 

Marquee 

Lasso 

Rectangle 

Polygon 

\ to set origin for text block 

\to magnify page, X\ to demagnify 

-··~ to move page with respect to window 

··-~ to sketch in pattern of loose pixels 

····~ to generate random spray of pixels 

\ to trace bit-mapped image 

····~ to fill an area with current pattern 

····~ to select rectangular portion of painting 

····~ to select irregular portion of painting 

····~ to draw rectangle 

r" to create corners for geometric polygon 

Rnd. corner ····~ to draw rectangle with round comers 

Freehand ····~ to draw free-form shape 

Oval ····~to draw ellipse 

Line ····~ to draw straight line at any angle 

Paintbrush ·-·~ to draw free-form lines in brush shape 

Pencil ····~to draw or delete free-form lines 

Eraser ····~ to delete general portions of bit map 
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9> DeskPaint 

Transformation Icons (marquee image to display) 

Display standard painting tools 

Stretch selected image* 

Skew selected image* 

Apply one-point perspective* 

Apply two-point perspective* 

Distort selected image* 

Trace edges of selected image 

Invert selected image 

Free-rotate selected image* 

Crop selected image 

Duplicate selected image 

Scale selected image by percentage 

Rotate selected image 90° clockwise 

Rotate selected image 90° counterclockwise 

Flip selected image vertically 

Flip selected image horizontally 

Darken selected whites to current pattern 

Lighten selected blacks to current pattern 

* Displays handles at the corners of the marquee that 
produce the desired effect when dragged 



9> DeskPaint 

Menus 

New KN 
Open... KO 
Browse... KB 
Browse Scrap... K6 
Saua As... XH 
Saua xs 

About DestPalnt"' XI 
Disable Undo 

WindoW Grtd KW 
Mouse 6rtd MM 

Prtnt KP 
Page Setup x.J 
Shaw Printed Size 

1--·------·-···--······-
CIIpboord at DPI XU 
Duplicate KD 

r----·--·-···-····---·-··· 
Calor Control 

Cut KH 
Copy XC 
Paste XU 
Clear 
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* * Chicago 
Courter 
IDimlmD 
Heluetlto 
Monaco 
Symbol 
Times 

DeskPaint uses the active application's Edit menu 
* Type menus appear when type icon is selected 
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9> DeskPaint 

Keyboard Equivalents ( 1 of 4J 

Actual size/fat bits, toggle ...................................... \\ pencil icon 

Airbrush tool, select ....................................................................... A 
Autotrace tool, select ...................................................................... K 

Browse Scrapbook ....................................................................... XG 

Browse through folder of graphics ............................................. XB 
Brush shape, select ...................................................... \ line width 

Charcoal tool, select ....................................................................... 0 

Circle, create ......................................................... 0 ·-·~ w; oval tool 

Clear element ................................................................................ <!l 

Copy element .............................................................................. XC 
Cut element ................................................................................. XX 

Demagnify view size ............................. X R, X-, or \\ hand icon 

Draw from center ......................................... X~ w; any shape tool 

Duplicate element ....................................................................... XD 

Edit pattern ............................................................ ·\ \ pattern icon 

Erase entire document ............................................. \lit- eraser icon 

Erase overlay mode (BIC) ....................................... X.O\ tool icon 

Eraser tool. select ............................................................................ E 

Freehand tool, select ...................................................................... P 

Hand tool, select .................................................................... H or~ 
Help ................................................................ "(}I or\\ lasso icon 
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9> DeskPaint 

Keyboard Equivalents (2 of 4) 

Increase type size 1 pt .......................................... \ "+" size arrow 

Increase type size 2 pts ........................................................... a:g .0 > 
Increase type size 10 pts ................................... ~r~ "+"size arrow 

Inverse overlay mode (¢copy) .................................... ~-:" tool icon 

Inverse-erase mode (¢BIC) .................................. a:g.o~rl\- tool icon 

Inverse-reverse mode (¢XOR) ................................. a:g~~~ tool icon 

Inverse-transparent (*OR) ...................................... .0~~~ tool icon 

Lasso tool, select ............................................................................. Q 

Line tool, select .............................................................................. X 

Magnify view size ................................. 3€E, 3€=, or ~~l~ zoom icon 

Marquee tool, select ....................................................................... S 

Mouse grid, activate/deactivate .................................................. 3€M 
Move selected element in 45° direction ................................ .0 ····'t 

New document, create ................................................................ 3€N 

Open existing document ............................................................. 3€0 
Oval tool, select .............................................................................. C 

Page setup .................................................................................... 3€J 
Paint can (fill tool), select .............................................................. F 

Paintbrush tool, select .................................................................... B 

3€ command ..... return 1§1 keypad key 
.0 shift ~ enter - space bar 
~ option B escape Fl function key 
A control ® delete \ mouse click 
+I tab IE> fwd. delete .... 't mouse drag 
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9> DeskPaint 

Keyboard Equivalents (3 of 4J 

Paste element (unsealed) ................................................... OOV (OOU) 

Patterned lines and outlines ................................. ~'~ pattern icon 

Pencil tool, select ........................................................................... 0 

Perpendicular lines, create ..................................................... .0 ····~ 
IV/ any painting tool or eraser 

Polygon tool, select ........................................................................ G 

Print document ........................................................................... 00 P 

Rectangle tool, select ...................................................................... R 

Reduce type size 1 pt ............................................ r~ "-" size arrow 

Reduce type size 2 pts ............................................................. OO.O< 

Reduce type size 10 pts ..................................... ~rl\- "-" size arrow 

Reverse overlay mode (XOR) ..................................... 0 rl\- tool icon 

Round corner tool, select ............................................................... W 

Save as different name or location ............................................. OOA 

Save painting ............................................................................... OOS 

Scale selected element ..................................... oo····~ new marquee 

Scale selected element to 50% ................................................... 00< 

Scale selected element to 200% ................................................. 00> 

Scale selected element to last percentage ..................................... -
Select contiguous image ................................................ 00\ IV/ lasso 

Select entire document ....................................... \\ marquee icon 
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~ DeskPaint 

Keyboard Equivalents (4 of 4) 

Show /hide pattern palette o 00 00 00 o 000 00 o o o o o o o o o 00 0000 o o o o o o o o o o 0 o 0 00000 0 0 .. 0 0 0 .. 0 0 0 0 0 +I 
Show/hide toolbox oooooooooooooooooooooooooooo ........ oooooooooooooo .......... oooo- or I 

Single-pixel brush shape ............ oo .......... oo ........ 0 ag···-~ "1 paintbrush 

Smudge on-screen image .. o .... o .... oooooooooooooooooooooooooooooooooooooooooooo ag---~ 
"1 charcoal tool or airbrush 

Square, create ........... o ... •o•o•oooo .. oo ....... o ... o.oooooo 0 ···-~ "1 rectangle tool 

Transparent overlay mode (OR) .......... oo .. oooooooo .......... o3Clft tool icon 

Type tool, select ...... o o o o o o o o o o o .. 00 o 00 ... o o o o o o o .. o o .... 00 o o o o o o o o o o o o o o .. o 0 0 .... 0 0 0 0 0 0 0 .. 0 T 

Undo/redo last operation oooooooooooooooooooooooooooo .............. ooooo ....... oooooo3CZ 

Window grid, show/hide oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo3CW 

Zoom tool, select .. o .. ooooooooooooooooooooooooooooooooooooooooooooooooooooooo 0000000000000000 Z 

Accurate for DeskPaint, version 2o0 

ag command ..... return (g) keypad key 
0 shift ~ enter - space bar 
~ option 0 escape Fl function key 
A control <EI delete (~ mouse click 
+I tab I]) fwd. delete ···-~ mouse drag 
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~ FuiiPaint 

Toolbox 

Lasso 

Marquee 

Hand 

Type 

Paint can 

Spraypaint 

Paintbrush 

Pencil 

Eraser 

Line 

Rectangle 

Fill rectangle 

·---~ to select irregular part of painting 

·---~ to select rectangular part of painting 

·---~ to move page in window 

r~ to set origin for text block 

·--~to fill an area with current pattern 

·---~ to generate pattern of loose pixels 

·---~ to draw lines in brush shape 

·---~to draw or delete free-form lines 

·---~ to delete general portions of bit map 

·---~to draw straight line at any angle 

·---~ to draw transparent rectangle 

·---~ to draw filled rectangle 

Rnd. corner ·---~ to draw transparent round rectangle 

Fill rnd. corner ·---~ to draw filled round rectangle 

Oval ·---~to draw transparent ellipse 

Fill oval ·--~to draw filled ellipse 

Freehand 

Fill freehand 

Polygon 

Fill polygon 

·---~ to draw transparent free-form shape 

·---~to draw filled free-form shape 

'~ to create corners of transparent polygon 

\ to create comers of filled polygon 
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~ FuiiPaint 

Menus 

Print Draft 
Print ••• 

Quit 
1n11ert 
Fill 
Trate Edges ICE 
Flip Horizontal ·--·----.. 

.~Documenll ICI 
Documant2 IC2 

IC6 No Do< unu.•n I •:<J 
ICF No Do<uml.'nl ·~-t 

t-·-·-··-·--
Ciaon Up Windows 
Steele Up Windows 

-···-·-·--
HideTools ICT 

Flip Uartlcal Preferences ••• 
Rotate 

Free Rotate 
Skew 
Perspectlue 
Distort 

60 

.ll'laln ICP 
laid ICB 
11111/t: ICI 
llilltal:llJlll acu 
ID:DimD:II ICO 
mmD.1ml ICS 

.lftllgn left ICL 
Rllgn Middle ICM 
Rll n Rl hi ICR 
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~ FuiiPaint 

Keyboard Equivalents ( 1 of 3) 

Actual size/fat bits, toggle ............. \\ pencil icon or 3tr~ "/pencil 

Actual/fit in window, toggle .................................... ('~ \ hand icon 

Align text left .............................................................................. 38 L 

Align text middle ........................................................................ 38M 
Align text right ............................................................................ 38 R 

Autoscrolling selection ................................. ~--··It "'/marquee tool 

Bold text ...................................................................................... 388 
Brush shape, select .......................................... \ r~ paintbrush icon 

Change to next typeface .......................................................... X-Q-> 

Change to previous typeface ................................................... 38 -Q-< 
Circle, create ......................................................... -Q- ····~t- '"/oval tool 

Clean up toolbox and palettes .................................................... 38W 
Clear element ................................................................................ <!1 

Clone selected element ........................................................... ~--··It-

Copy element .............................................................................. 38C 
Cut element ........... ~ ..................................................................... XX 

Draw with selected element .................................. Xc~~r···~t element 

Edit brush shape .......................................... 38~~\ paintbrush icon 

Edit pattern ............................................................ ~~ 1~ pattern icon 

Erase window .......................................................... r~ ~~ eraser icon 

Fat-bits view size (800o/o) ........................................................... XF 
Fill with transparent pattern ..................................... 38 choose F1u 

Grab pattern off page (gridded) ........................................... r~ while 
PATTERN dialog displayed 

Grab pattern off page (nongridded) ................................. X~~ while 
PATTERN dialog displayed 
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~ FuiiPaint 

Keyboard Equivalents f2 of 3) 

Grid, activate/deactivate ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooosgG 

Hand tool, select temporarily oooooooooooooooooooooooooooooooooooooooo ~ w; pencil 
Help oooooooooooooooooooooooooooooooooooooooooooooooooooosgH orr~ question mark icon 

Increase type size 00 00 00 00 ............................ o o 0 ................ 00 0 0 00 .. 00 .. 0 .... sg > 
Italic text ........... oo ... 00 000000 .. 00 o o ............. 00 .... 00 ...... 000000 ........ o ............ 0 0 sg I 

Lasso without tightening ...... oo ...... oo ........................ oooo ~····tt ''i'lasso 

Lines at 45° angles, create ...... oo ... {} .... Jt w; line tool or polygon tool 

MEASURING UNITS dialog, display ...................................... \\ ruler 

Move palette ....... oooo ................................. o ............................... ~----Jt 

Move selected element in 45° direction ... 00 ................... 00 ...... {} ····tt 

Outline text .... o. 00 .............. o .... 0000000000 ........ o o ..................... 0000000000000 sgo 

Paste element in center of window ...... 00 ....................... 0000 ......... sgv 

Paste element in upper-left corner ......................................... sg~v 

Patterned lines, create oooo ...... oooo ..... oo ........... oo oo ....... ~····~ w; line tool 

Perpendicular lines, create ..... {} .... Jt w; any painting tool or eraser 

Plain text ... 0 ... 0 0 0 ... 0 .... 0 •• 0 0 ••• 0 0 0 0 0 ............... o. o ........... 0 0 0 .. 0 0 0 0 0 0 0 00 .. 0 .... 0 0 0 0 sg P 

Reduce type size ...... oo•••"oo .... oo ... o.oooooooooooo ........ o ... o ••••••• oo ........ ooo •• sg< 

Scale proportionally ................................. sg{} .... Jt marquee corner 

Scale selected element ................................. sg----Jt marquee corner 

sg command ..... return I§) keypad key 
{} shift ~ enter - space bar 
~ option g escape Fl function key 
A control ® delete ~~ mouse click 
+I tab IV fwd. delete .... Jt mouse drag 
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~ FuiiPaint 

Keyboard Equivalents (3 of 3) 

Select contiguous image ................................................. '" \ w; lasso 

Select entire document .................................... ~~\\ marquee icon 

Select window ....................................... \\ lasso or marquee icon 

Shadow text ................................................................................. 3f: S 
Shapes with patterned outlines, create ...... ~····'t w; any shape tool 

Show/hide menu bar .................................................................. :M:A 
Show/hide toolbox and palettes ........................................ :Jf:T or-

Shrink marquee to bit map ................................... sg····'t w; marquee 

Square, create ............................................... -(} ····'t w; rectangle tool 

Switch to document number [#] .............................................. :Jf:[#] 

Trace edges of selected element ................................................. 3f: E 

Trace edges with shadow effect .............................................. :Jf:-Q-E 

Transparent patterns, create ............................. :M:····'t wlpaintbrush 
or spraypaint tool 

Transparent shapes, create ............ sg~·-·'t 'vi any filled shape tool 

Transparent straight lines, create ...................... sg~····'t w/Jine tool 

Underline text ............................................................................. :M:U 
Undo/redo last operation .................................... ~ ............... HZ or-

Accurate for FullPaint, version 1.0SE 

3f: command .... return l1lill keypad key 
-(} shift ~ enter - space bar 
~ option g escape Fl function key 
A control <El delete \ mouse click 
+I tab [!) fwd. delete ····tt mouse drag 
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~ MacPaint 

Toolbox 

Marquee 

Lasso 

Hand 

Line 

Paint can 

Spraypaint 

Paintbrush 

Pencil 

Eraser 

Type 

Rectangle 

Fill rectangle 

·---~ to select rectangular part of painting 

····~ to select irregular part of painting 

···-~ to move page in window 

···-~ to draw straight line at any angle 

····~to fill an area with current pattern 

····~ to generate pattern of loose pixels 

····~ to draw lines in brush shape 

····~to draw or delete free-form lines 

····~ to delete general portions of bit map 

;~ to set origin for text block 

····~to draw transparent rectangle 

···-~ to draw filled rectangle 

Rnd. corner ···-~ to draw transparent round rectangle 

Fill rnd. corner ····~ to draw filled round rectangle 

Oval ····~ to draw transparent ellipse 

Fill oval ···-~ to draw filled ellipse 

Freehand 

Fill freehand 

Polygon 

Fill polygon 

····~to draw transparent free-form shape 

····~ to draw filled free-form shape 

'~ to create corners of transparent polygon 

'~ to create corners of filled polygon 
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~ MacPaint 

Menus 
'* 11111111 £ d It Goodies fon t style Patterns Tools 

New XN X N 
11!111 Open ... X O x o 

Close x w x w Undo xz x z 
-- -

seue xs x s Cut XH XH 
Soue As ... X A Copy XC XC 
Reuert To Saued Paste x u x u 

Cleor 
Take Snapshot ICY .. -
Throw Rway Snapshot lnuert ... 

rill x r 

Page Setup . . . Trete Edges X£ X£ 
Print ... XP Hlp Horlzontel XH 

Print Selettlon ... rup uertltel ICY 
Rotate XT XT 

Quit XQ XQ - - --- -
Aeuert To Snepshot XA XA 

Draw from Center 
Show Mouse Position XK X K 

Heluetlca 
Zoom In XM X M Monaco t9 
Zoom Out XL X L sumbol 24 
Show Aetuol Size x r ·- Times 36 

49 
Shortcuts ... XH X/ 
Preferentes ... JPialn XP 
Edit Pattern .• . leld 119 119 
Brush Shape ... lllllir Ill Ill 
Brush Mirrors ... liJW.t:lJ.nA IIU IIU 
Scale Selection ... lb!JWkOOt 

l.1llcllclkllaD 
Oocurrient I IC I IC I 
Oocument2 IC2 K2 Align Left 

Align Middle 
All n AI ht 

The second columns of keyboard equivalents represent 
our recommended ResEdit alterations to the MENU 
resource as explained in "Ten Hottest Tips " later in this 
entry 
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~ MacPaint 

Keyboard Equivalents t 1 of 3) 

Actual size/fat bits, toggle ...................................... !~ !~ pencil icon 

Actual/fit in window, toggle .................................... ·\ (~ hand icon 

Bold text ...................................................................................... sg B 

Brush shape, select .......................................... \ !Jt paintbrush icon 

Change typeface ........................................................ sg "(} > or sg "(} < 
Circle, create ......................................................... 0 ····~ w; oval tool 

Clear selected element .................................................................. <EJ 

Clone selected element ........................................................... ~----~ 

Close current document .............................................................. sgw 
Copy element .............................................................................. age 
Cut element ................................................................................. sgx 

Draw from center ....................................... rft \ any shape tool icon 

Draw with selected element .................................. sg~ .... ~ element 

Edit pattern ............................................................ \ r~ pattern icon 

Erase entire document ......................................... 0\ !~ eraser icon 

Erase window .......................................................... i~ i~ eraser icon 

Fill beyond current window .................................. 0\ w; paint can 

Grab pattern off page.· ................. ~~ with PATTERN dialog displayed 

Hand tool, select temporarily ....................................................... ~ 

~ command ..... return mm keypad key 
0 shift ~ enter - space bar 
~ option ~ escape Fl function key 
A control <EJ delete ift mouse click 
+I tab [!) fwd. delete ··-~ mouse drag 
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~ MacPaint 

Keyboard Equivalents (2 of 3) 

Increase leading ....................................................................... 3C~> 

Increase type size ........................................................................ 3€:> 
Italic text ...................................................................................... 3€: I 

Make selected element transparent ....................................... +r··-~ 

Move selected element in 45° direction ................................ 0 ----~ 
Move window ...................................................... ag----~ w; hand tool 

New document, create ................................................................ 3CN 

Open existing document .................................. 3€:0 or~ on launch 

Paste element .............................................................................. 3CV 
Pattern palette, display at cursor position .................................... P 
Patterned lines, create ........................................... ag----~ IV/Jine tool 

Perpendicular lines, create .................... 0 ----~ "'/any painting tool 

Plain text ..................................................................................... 3€: P 

Quit MacPaint ............................................................................. 3€:0 

Reduce leading ........................................................................ 3C~< 

Reduce type size ......................................................................... 3€:< 
Revert document to snapshot ............... 3€:R or3CO!Jt·:Jt eraser icon 

Revert to snapshot selectively .................................. 3€:''"1\- IV/eraser 

Revert window to snapshot ................................. 3€:\!Jt eraser icon 

Rotate selected element by 90° ................................................... 3€:T 

Save painting ................................................................................ 3€: S 

Scale proportionally ................................. 3CO --··~ marquee corner 

Scale selected element ................................. 3€:----~ marquee corner . 

Select document ................................ 0 ;Jt !Jt lasso or marquee icon 

Select window ....................................... !Jt !Jt lasso or marquee icon 

Shapes with patterned outlines, create ...... 3€:----~ w; any shape tool 
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~ MacPaint 

Keyboard Equivalents (3 of 3J 

Shortcuts screen, display ............................................................ XH 

Show/hide actual-size window .................................................. X F 

Show/hide mouse-position indicator ........................................ XK 
Shrink marquee to bit map ................................... x-··~ w; marquee 
Square, create ............................................... .0 ····~ w; rectangle tool 

Switch to document number[#] .............................................. X[#] 

Take snapshot ............................................................................. XV 

Tear off menus .................................. ·-·~ PATTERNS or TooLS menu 

Toolbox, display at cursor position ............................................... T 

Trace edges of selected element ................................................. X E 

Trace edges with shadow effect .............................................. X.OE 

Transparent shapes, create ............ x~····~ w; any filled shape tool 
Transparent patterns, create ...................... x··-~ w; paintbrush tool 
Turn grid on/off .......................................................................... XG 

Underline text ............................................................................. XU 

Undo/redo last operation ........................................... X Z or- or g 

Zoom in ............................................................. XM or X\ wlpencil 
Zoom out ........................................................ XL orX.O\ w;pencil 

Accurate for MacPaint, version 2.0 

X command ..... return ~ keypad key 
"()- shift ~ enter - space bar 
~ option g escape Fl function key 
A control <!] delete ~~ mouse click .I tab (!) fwd. delete ····~ mouse drag 
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~ MacPaint 

Ten Hottest Tips 

o Erasing in various sizes. One of MacPaint's biggest 
drawbacks is that you can't change the size of the eraser 
icon. But you can erase in different sizes by using the 
paintbrush in combination with a white pattern. Or, 
you may select a blank area with the marquee tool and 
command-option-drag the selection. The size of your 
marquee acts as the size of the eraser. 

o Erasing sizable areas. To erase large areas, but not the 
entire screen, lasso or marquee an image and press 
the BACKSPACE or DELETE key. 

o Patterned lines. You may create a line or outline in the 
current pattern by pressing the COMMAND key when 
drawing with the line tool or one of the shape tools. 

o Filling text. To fill multiple elements with a similar 
pattern, such as separate letters in a line of text, don't 
click each element with the paint can. Simply lasso 
the elements and choose the FILL command from the 
EDIT menu. If there are any enclosed white areas in 
your elements (such as the inside of the letter 0), erase 
"holes" into them with the pencil tool so they don't 
become selected. 

~ Thickening a line. The TRAcE EDGES command is ex­
tremely useful for making existing elements heavier or 
thicker. To thicken a line, select it with the marquee 
tool and choose TRACE EDGEs. Then select the paint can 
and click inside the hollow line to fill it in. 
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~ Transparent patterns. To fill a shape with a transpar­
ent pattern, press COMMAND and OPTION while dragging 
with one of the filled shape tools. To make a selection 
transparent, press the TAB key. 

~ Making type bolder. This technique may also be used 
to make some type bolder. Marquee a large letter and 
choose TRACE EDGES two or three times. Then erase 
some breaks in the extraneous outlines inside the let­
ter. Clicking inside the letter with the paint can com­
pletes the process as before. 

• Editing brush shapes. Many competing painting pro­
grams allow you to edit brush shapes to create a cus­
tom paintbrush cursor. Alas, MacPaint is behind on 
this feature too. But if you really want to change a 
brush shape (for the long run, that is), you may do so 
using ResEdit. Opening MacPaint's CURS resource will 
display the many cursor shapes that MacPaint uses. 
The last six rows of these include brush shapes. Note 
that editing any one of these cursors will change the 
respective brush shape when you draw with it, al­
though the cursor will look the same as it did before 
the change in the BRusH SHAPE dialog box. 

@100 + . ' 

I I · ' ''-
00~"' 

~ <So + I • • •.•• ==-f...._,-=-~,..--:~=-=""""'-=-=-=-== 
/ / ' 

ResEdit allows you to edit any of Ma cPaint's brush shapes 
via the CURS resource. However, this will not change the 
appearance of the cursor in the dialog box displayed by 
double-clicking the paintbrush tool. 
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• Changing keyboard equivalents. One of the more 
dubious features of MacPaint is its old-style use of 
keyboard equivalents. CoMMAND-P makes text plain 
instead of printing, and many frequently used com­
mands are ignored. We recommend using ResEdit to 
change the keyboard equivalents in the MENU resource 
as follows: 

SAVE AS OOA 

TAKE SNAPSHOT 3€= (leaving OOY open) 

PRINT OOP 

INVERT OOJ (00 I is already taken) 

FILL OOF 
FLIP HORIZONTAL OOH 
FLIP VERTICAL agy 

SHOW ACTUAL SIZE 3€-

SHORTCUTS 3€/ (it's like HELP, after all) 

PLAIN Delete (MacPaint ain't no 
word processor) 

The results of these changes are shown in "Menus" 
earlier in this entry. 

• Creating spraypaint cookie cutters. In the real world, 
professional artists use masking tape and stencils to 
limit the area affected by an airbrush. In MacPaint, 
you have no such feature to create crisp edges when 
using the spraypaint tool. However, you may create a 
"cookie cutter" that will mask an area after it is 
spraypainted. The trick is to create two copies of the 
image you want to paint, one you actually spraypaint 
(without worrying about staying in the lines) and one 
that you make into a cookie cutter. To create a cookie 
cutter, draw a rectangle around your image. Then 
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create a tunnel into it as shown in the following figure, 
allowing paint to "leak" into the image but not into the 
surrounding area. 

The images above demonstrate the steps in applying the 
cookie cutter technique. First, we copy our image and 
apply spraypaint to it. Second, we paste the unspray­
painted image, draw a rectangle around it, and draw a 
tunnel connecting the rectangle and image to create a 
cookie cutter. Third, we drag the cookie cutter over the 
spraypainted image, masking away the excess 
spraypaint to create a crisp and textural finished piece 
of artwork. 
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~ PixeiPaint Professional 

Toolbox 

Lasso 

Hand 

Paint can 

Paintbrush 

Dropper 

Waterdrop 

···-~ to select irregular portion of painting 

····~ to move page with respect to window 

···-~ to fill an area with current pattern 

····~to draw free-form lines in brush shape 

rl\- to grab colors off the page 

'1\- to dilute colors in painting 

Line ····~ to draw straight line at any angle 

Rectangle ····~to draw transparent or filled rectangle 

Polygon ~ft. to create corners for geometric polygon 

Reg. polygon .... ~to draw equilateral polygon 

Marquee 

Type 

Airbrush 

Pencil 

Eraser 

Finger 

Arc 

Rnd. corner 

Freehand 

Oval 

····~to select rectangular portion of painting 

~ft. to set origin for text block 

···-~ to generate pattern of loose pixels 

···-~ to draw or delete free-form lines 

.... ~ to delete general portions of bit map 

.... ~ to smear colors in painting 

.... ~to draw quarter ellipse 

···-~ to draw rounded rectangle 

····~ to draw free-form shape in line weight 

····~ to draw ellipse 
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~ PixeiPaint Professional 

Menus 

Merge... XM 

Close XW 
Salle xs 
Salle as ... 
Re11ert to Saued 

Document Setup ... 

Page Setup ... 
Print... XP 

Quit xa 

Rlrbrush .. . 
Brushes .. . 
Colors .. . 
rm Erfects .. . 
rractallty .. . 
Patterns .. . 
Polygons .. . 
Shadowing .. . 
Similarity .. . 
Effects Setup ... 

Preferences ... 

011erulew ... 
Pose ... 

XY 

xr 

Effects 

HZ 

cut XH 
Copy KC 
Copy using • Paste xu 
Clear XB 

Select Last XL 

Dynamic Erfects 

QulclcEdlt Colors... XE 

Rdd Last To Mosie XI 

Clear 
Reuerse 

Hollow 
Thicken 
Thin 

Show Mask XK 

Soft Edges 
Transparency 
No Back round 

rllp Horizontal 
rllp Uertlcal 
Mirror Horizontal 
Mirror Uertlcal 
Rotate Left 
Rotate Right 

Distort 
rree Rotate 
Perspettlue 
Slant 
Rrth 
Double Arch 
Balloon 

lnuert 
rm 
Sprinkle 
Trace Edges 

Smooth 
Sharpen 
lighten 
Darken 
Tint 

Diffuse 
Emboss 
Mosaic 
Posterlze 
Warp 

XR 
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~ PixeiPaint Professional 

Menus 

Bezler 
Spline 
Cycle Rrt 
Cycle Bezler 
C cle Spline 

_,Free 
Polygon 
Spline 

FlngerPelnt 
Push 
Slide 

_,Normal 
Effect 

I··· 
... rree 

Polygon 
Spline 

----· 

------·---
Pelntorop 

9 point 
um 

"'01 
14 
18 
20 
24 
27 
30 
36 
42 
48 
60 
72 

The menu to the left of the Effects menu changes 
depending on the currently selected tool 
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~ PixeiPaint Professional 

Keyboard Equivalents ( 1 of SJ 

Actual size/fat bits, toggle ...................................... \\ pencil icon 

Add last image drawn to mask ................................................... sg I 
Airbrush properties, alter .................................... \ 1f\. airbrush icon 

Airbrush tool, select ....................................................................... A 

Align text left ....................................... :)g L while type tool selected 

Align text middle (centered) ............... :)gM while type tool selected 

Align text right .................................... :}g R while type tool selected 

Apply fill effect to selection ......................... : ............................. sgR 
Arc tool, select ................................................................................ C 

Bold text ............................................... :)gB while type tool selected 

Brush shape, edit ................................... \\ brush shape in dialog 

Brush shape, select .......................................... \\ paintbrush icon 

Cancel operation ................................................................ sg • or g 

Change to next typeface .......................................................... sg 0 > 
Change to previous typeface ................................................... sg 0 < 
Circle, create ......................................................... .0 ····~ w; oval tool 

Clear element ..................................................................... sge or <!l 

Clone selected element ........................................................... ~ .... ~ 

Close current document .............................................................. sgw 
Color palette, customize ...................................... r-~ \ color selector 

sg command +-' return mill keypad key 
.0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <!] delete \ mouse click 
+I tab rB> fwd. delete .... ~ mouse drag 
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~ PixeiPaint Professional 

Keyboard Equivalents (2 of SJ 

Copy element ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo. 3CC 
Cut element 0 0 0 0000000000 ..... o 0 o o o o o o o o 00 o 0 o o 00000 .. 0 00 o o o o 00 o o o o o o o o 000000000 00 o 00 o o 00 o o oo• 3C X 

Cycle colors 0000000000000 00 0000000000000000000000000 000 0 !fl.. while CAPS LOCK down 

Decrease scrolling speed 00 00 00 00 00 000000 00 00 00 00 00 00 00 00 00 00 000 ~lil: scroll arrow 

De tailer box, display 0000 00 00 00 00 00 00 00 00 00 0000 00 00 00 00 00 00 00 00 00 00 +r···~ "/dropper 

Draw with selected element 0000000000000000000000000000000000 sc~····~ element 

Dropper tool, select ... 000000000000000 ooooooooooooooooooooooooooooooooooooooooooo 00000000000-

Erase to white 00000000000000 ........ oooooooooooooooooooooooooooooooooooo ..... ~~fl.. "/eraser 

Erase window ........ 00 ........... 00 .. 00 ..... 0000000000 oo .......... oo 00 ;fl.. lit eraser icon 

Eraser tool, select o o 0 0000000000 00 000000000 0000 00000000 ......... 000000 o 0000 00 0000000 0000000 .. o 0 E 

Exchange foreground and 
background colors .......... 00 .. 0 sg·-~ "'/ spraypaint tool or paintbrush 

Fill effects, alter 000000 .... oo .... oo oo oo oo oo .. oo oo ..... 00 .. oo ...... !fl.. '1\- paint can icon 
or shape tool icon (except regular polygon) 

Filled oval tool, select .. oo ...... oo ......... oo .. oooooooooooooooooo ........................ 0 0 

Finger tool, select oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo 00000000000 ] 

Grab background color off page 000000 ooooooooooooooooooooooo 00 0 1il: w; dropper 

Grab blend color off page 00 .......... 00 .. 00 000000 .... 00 ... 00 .. 00 00 ~'it "'/dropper 

Grab foreground color off page ... 00 00000000 ......... 00 oooo• ....... !it "'/dropper 

Hand tool (grabber), select .. oo .. o•oooooooooooooooooooooooooooooooooooooooo•oo•ooooooooo G 

Hand tool, select temporarily in fat bits 00000000000000000000000000000000 ... 00. ~ 

Help ooooooooooooooooooooooooooooooooooooooooooooooooooooooooo••••ooooooooooooooooooooooooooooo ... SCH 

Increase type size 00 o o o o o oo•oo oo ...... o. 00 .. oo 0000 .. oo ... 00 00 .. oo .... 0 00 0 0 0 00 .. 00 .. 00 ... 00 3C > 
Italic text .. oo .... oo ................. oo.oo ...... 00 ...... 3C I while type tool selected 

Lasso tool, select .. o o o o. o o .... 00 ... 00 ........ 0 00000000000000000 ..... 0 0 0. 00 00 ...... oo .......... l 
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~ PixeiPaint Professional 

Keyboard Equivalents (3 of SJ 

Lasso with marquee tool ......................................................... ~-···~ 

Lasso without tightening ............................................ ~-···~ 'vi lasso 

Line fractility, alter ..................................................... \ {~ line icon 

Marquee tool, select ....................................................................... S 

Merge images from different files ............................................... sgM 
Move selected element in 45° direction ................................ {} ····~ 

New document, create ................................................................ sgN 
Number of 
equilateral polygon sides, select ............... ~ .. ~ regular polygon icon 

Open existing document ............................................................. sgo 
Outline text .......................................... sgo while type tool selected 

Overview view size ................................................... 'it- 'it- hand icon 

Paint can (fill tool), select .............................................................. F 

Paint small speckles ................................... ~····~ "i' spraypaint tool 
when SPECKLE effect active 

Paintbrush tool, select .................................................................... B 

Paste element .............................................................................. ~ V 

Pattern, edit ...................................................... " "~ pattern in dialog 

Pattern, select ................................................... !~t-·:~t- pattern selector 

Patterned lines, create ............................ ~····~ w; line tool, arc tool, 
or pencil (except in fat bits) 

sg command ..... return mill keypad key 
{} shift ~ enter - space bar 
~ option 0 escape Fl function key 
A control <EJ delete \ mouse click 
+I tab [B) fwd. delete ····~ mouse drag 
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~ PixeiPaint Professional 

Keyboard Equivalents (4 of 5} 

Pencil tool, select ........................................................................... . 

Perpendicular lines, create ..................... <(}·---~ w; any painting tool 
or eraser 

Plain text .............................................. X P while type tool selected 

Polygon tool, select ........................................................................ P 

Pose, display painting only ........................................................ XF 

Pose momentarily .................................. XF while CAPS LOCK down 

PREFERENCES dialog, display ........................................................ XV 

Print document ........................................................................... XP 

Quarter circle, create .............................................. <(} ·--~ w; arc tool 

QuickEdit color box, display ...................................................... X E 

Quit PixelPaint Professional ....................................................... XO 

Rectangle tool, select ...................................................................... R 
Reduce type size ......................................................................... X< 

Regular polygon tool, select ........................................................... Y 

Round corner tool, select ............................................................... D 

Save painting ............................................................................... XS 

Scale proportionally ................................. X<O ···-~ marquee corner 

Scale selected element ................................. x--·~ marquee corner 

Select entire contiguous color ....................................... X\ w; lasso 

Select last element selected .............................................. , ......... XL 

Select multiple 
noncontiguous areas ............................... <(}·-·It' w; lasso or marquee 

Select window ..................................................... \ ~~ marquee icon 

Set line weight ........................................... \\ line weight selector 

Shadow text ......................................... XS while type tool selected 

Shapes with patterned outlines, create .................................. ~--~ 
w; any shape tool 
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~ PixeiPaint Professional 

Keyboard Equivalents (5 of 5} 

Show mask .................................................................................. sg K 

Show/hide cursor coordinates ................................................... sgA 
Shrink marquee to bit map ................................... sg····l\- wlmarquee 

Square, create ............................................... 0 ····I\- w; rectangle tool 

Turn grid on/off .......................................................................... sgG 
Type tool, select ............................................................................. T 

Underline text ..................................... sgu while type top/ selected 

Undo/redo last operation ................................................... sgz or g 

Use mask ..................................................................................... sgu 

Zoom in ........................................................................ sgli\- "/pencil 

Zoom out .................................................................. ago!i\- wlpencil 

Accurate for PixelPaint Professional, version 1.0 

ag command ..... return mill keypad key 
0 shift ~ enter space bar 
~ option g escape Fl function key 
A control <El delete \ mouse click 
+I tab [E) fwd. delete ··-1\- mouse drag 
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8 Studio/8 

Toolbox 

Lasso 

Marquee 

Poly select 

Type 

Hand 

Eraser 

Airbrush 

Paiht can 

Dropper 

Paintbrush 

Pencil 

Line 

Rectangle 

Rnd. corner 

Oval 

····tt to select irregular portion of painting 

.... It to select rectangular portion of painting 

····tt to select polygonal portion of painting 

~~ to set origin for text block 

····tt to move page in window 

····tt to delete general portions of bit map 

····tt to generate random spray of pixels 

····tt to fill an area with current pattern 

.. ~ to grab colors off the page 

····tt to draw free-form lines in brush shape 

····tt to draw or delete free-form lines 

····tt to draw straight line at any angle 

····tt to draw rectangle according to modifier 

····tt to draw rounded rectangle 

····tt to draw ellipse 

Rotated oval ····tt to draw ellipse then ····tt to rotate 

Reg. polygon ····tt to create equilateral polygon 

Polygon 

Freehand 

Curve 

Bezier 

\ to create corners for geometric polygon 

····tt to draw free-form shape in line weight 

····tt to draw line then move mouse to bend 

····tt for smooth point, ~--··tt to end curve 
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8 Studio/8 

Menus 

Last Object -> Brush XB 
Trace With Brush XT 

Load Brush ••• 
Saue Brush ••• 

Choose Brush ••• 
Edit Rlrbrush ••• 
Brush Handles ••• 

Single Color 
.ll'alnt 

Neon 

Tint 
Darker 
Lighter 
Keep Darker 
Keep Lighter 

Blend 
Watercolor 
Color MIMing 

Slide 
Smear 
Smooth 

XI 
X2 
X:5 

X4 
X5 
X6 
X7 
X8 

X9 

xo ·-.. 
Hide RUK Windows IC£ 
Hide Tools Window 
Show 16 Colors Window 
Show Coordlnales 

··-·--··-··-··· .. ··•·· 
.,I!Jocumentl 

Document2 

Windows 

9 
10 

..-nm 
14 
18 
24 
:56 
48 
72 
96 

Mask Selection Only 
Rdd Selection to Mask 

Define Gradients ••• 
Define Cycle Colors •.• 

Mask Color ••• 
Remask Color 

Load Mask ••• 
Saue Mask ••• 

lnuert Mask 
Show Mask 
Clear Mask 

Cycling on XG 

XK Replace Colors ••• 
Foreground<-> Background 

Tint Leuel 

XI Customize Palette ..• 
Switch Palette ••• 

Edit Color ••• 
Rdd Color •.• 
Color Picker ••• 
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8 Studio/8 

Menus 

Select ICR Normol lnuert 
Load Rs Selection ••• MIHed ••. Smooth 
Soue Selection ••• Keep Dorter Blend 

--··--··-- ~- -~··----···· ·--·-OL Keep Lighter Tint 
fill ICF lr Transparent Background Darker 
Pickup 

:u ... ·~ ~ 
Outline ~~~ Horizontal XH 
Process Colors 

...... 
-H~~- Uertlcol ICY If Free .J Flip • 1- By Rngle ••• 

Rotate • 90 Degrees 
____ ,_, ____ Q>·····~ 

Quick Perspecllue • 1-
'It Horizontal 

.\ Horlzontol 
Sheer 

-~ ~ Jiii Uertlcel 
b-0 

Bend ..... 
-4 Jl-..iiUertlcel Resize 

Distort IL 
.Bend I ----·----- -·---------

Define Penpectiue ••• 
»send2 Perspectlue 

Fill Perspectlue Plene • o 
.Bend3 I Simple 

Low Rntlelleslng 
High Rntlolloslng 

Tool Modifiers 
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8 Studio/8 

Keyboard Equivalents t 1 of 6) 

Actual size/600%, toggle ........................................ 1~ \ pencil icon 

Actual view size (100o/o) ................................................................ ! 

Add point to curve .................................... A!~ in Bezier edit mode 

J\dd point to polygon ................................. A~~ in poly. edit mode 

Airbrush tool, select ....................................................................... A 

Bezier edit mode, exit ................................... (!\- any tool icon or~ 

Bezier tool, select ........................................................................... Z 

Blend on-screen colors beneath brush ....................................... 3C9 

Brush shape, change ....................................... \ !~ paintbrush icon 

Cancel command and revert ............................................ a orll11ila 

Cancel operation ......................................................................... 3C. 

Center area in 600% view size .................................... 3C'~ "'/pencil 

Change background color/pattern ................................ ~~ or~-+ 

Change brush setting .............................................................. t or J, 
when airbrush or paintbrush is selected 

Change fill color/pattern ...................................................... ~ or-+ 

Change fill pattern .................................................................. [ or ] 
Change frame color/pattern .......................................... X~ or X-+ 

Change frame pattern ....................................................... 3C [ or 3C] 

Change number of polygon sides ........................................... tor J, 
when regular polygon tool is selected 

3C command ~ return ll11il keypad key 
-(} shift ~ enter - space bar 
~ option g escape Fl function key 
A control <EJ delete !~ mouse click 
+I tab [B) fwd. delete ····~ mouse drag 
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8 Studio/8 

Keyboard Equivalents (2 of 6) 

Change selection to brush (or vice versa) .................................. XB 
Circle, create ......................................................... .0 ····~ w; oval tool 

Clear element ................................................................................ ® 

Clear screen ............................................................. rft. \ eraser icon 

Clone selected element ........................................................... ~--·~ 

Close current document .............................................................. XW 

Color cycling, activate/deactivate .............................................. XG 

Constrain modifier, toggle .......................................................... rnm 1 

Copy element .............................................................................. XC 
Corner point with 
Bezier handles, create ............................... ~~" in Bezier edit mode 
Corner/ center modifier, toggle ................................................... lil1lJ 3 

Curve tool, select ............................................................................ C 

Curves at 15° inclines, create ...... "'(}····~ w; curve tool or Bezier tool 
Cut element ................................................................................. XX 

Darken on-screen colors beneath brush ..................................... X 5 

Display hidden menu bar ................................................... +-' or~ 

Draw with element ........................................ XB, ···-~ "'1paintbrush 

Duplicate element ....................................................................... XD 

Edit on-screen color .................................... 11t- ~It- color w; pickup tool 

Eight times actual view size (800%) .............................................. 8 
Ellipses at 15° angles, create ..................... .o·· .. ~ wlrotate oval tool 
End Bezier curve ........................................ ~'It- w; Bezier curve tool 
Equilateral polygons at 15° angles, create ............................. "'(} ·-·~ 

w; regular polygon tool 
Erase to previous color ..................................... t or J,, ···-~ "1 pencil 
Eraser tool, select ............................................................................ E 
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8 Studio/8 

Keyboard Equivalents (3 of 6J 

Fill selection ................................................................................ 3€ F 

Flip element horizontally ........................................................... OOH 
Flip element vertically ................................................................ OOY 
Four times actual view size (400%) .............................................. 4 

Frame/fill modifier, toggle .......................................................... miD 4 

Freehand tool, select ...................................................................... H 

Gradient fill modifier, toggle ...................................................... l§l 6 

Grid modifier, toggle ................................................................... rnm 2 

Hand tool (grabber), select ............................................................. G 
Help ............................................................................................. 3€/ 

Hide auxiliary windows ............................................................. 3€ E 

Invert mask .................................................................................. 3€ I 

Keep darker (paint over only if darker) ...................................... 3€7 

Keep lighter (paint over only if lighter) ..................................... 3€8 

Lasso tool, select ............................................................................. L 
Lighten on-screen colors beneath brush .................................... 3€6 
Line tool, select .............................................................................. \ 

Lines at 15° angles, create ........... -Q- ····!\" "'/line tool or polygon tool 

3€ command +-' return (§] keypad key 
-a- shift ~ enter space bar 
~ option g escape Fl function key 
A control <EI delete 'lit- mouse click 
+t tab ID fwd. delete ····!\" mouse drag 
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8 Studio/8 

Keyboard Equivalents f4 of 6J 
Magnify grid, toggle .................................................................... I§D= 

Magnify modifier, toggle ............................................................. I§D 9 

Magnify to 600% actual size ........................................ 3t:\ 'VI pencil 

Magnifying glass, toggle .............................................................. 3t:U 
Marquee tool, select ....................................................................... S 

Mask, activate/deactivate ........................................................... 3t:M 
Modify airbrush ................................................... 1ft 1ft airbrush icon 

Modify corners ......................................... \\ rounded corner icon 

Move selected element in 45° direction ................................ {}--It-
Move selected element regardless of cursor location ............ A ····It-
Move text block ................................. .A .... It- when text block active 

Neon brush .................................................................................. 3t:3 
New document, create ................................................................ 3t:N 

Open existing document ............................................................. 3t:O 
Oval tool, select .............................................................................. 0 

Paint can (fill tool), select .............................................................. F 

Paint continuous strokes .................................. ~--It- 'vi paintbrush 

Paint with brush normally .......................................................... 3t:2 
Paintbrush tool, select .................................................................... B 
Paste element .............................................................................. MV 

Pencil tool, select ........................................................................... . 
Perpendicular lines, create ..... -Q- ····~t- w; any painting tool or eraser 

Pickup tool, toggle ........................................................................ +1 
Polygon edit mode, enter .................................. ~\ '"/polygon tool 

when closing a shape 

Polygon edit mode, exit ................................ \ any tool icon or~ 

Polygon selection tool, select ......................................................... X 

Polygon tool, select ........................................................................ P 
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8 Studio/8 

Keyboard Equivalents (5 of 6) 

Print document ........................................................................... 3€ P 

Quit Studio/8 .............................................................................. 3€0 

Rectangle tool, select ...................................................................... R 

Regular polygon tool, select ........................................................... Y 

Remask color ............................................................................... 3€K 

Reset all modifiers to original settings .................................. 3€mmg 
Resize selected element, free .................................. 3€ R, ···-~ corner 

Rewrap type .............................. ···-~ corner when text block active 

Rotate element by 90° ................................................................. 3€ L 

Rotated oval tool, select ................................................................. W 

Rounded corner tool, select ........................................................... D 

Save painting ............................................................................... 3€ S 

Select background color ...................................... ~;~ "/pickup tool 

Select foreground color .......................................... '~IV/ pickup tool 

Select frame color ................................................ 3€'~ 1'/pickup tool 

Select last selected element ........................................................ 3€A 
Select multiple noncontiguous areas .... ~----~"/any selection tool 

Set magnification ....................................................... 1, 2, 4, 6, or 8 

Show draft page/document ........................................................ 3€J 
Shrink/expand modifier, toggle ................................................. mm7 

3€ command +-' return mill keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <El delete ;~ mouse click .. , tab lB> fwd. delete ···-~ mouse drag 
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8 Studio/8 

Keyboard Equivalents (6 of 6J 

Single-color brush ....................................................................... 3C 1 

Six times actual view size (600%) ................................................. 6 

Slide on-screen colors beneath brush ........................................ 3CO 
Slip colors modifier, toggle ........................................................ l§l 8 

Smear on-screen colors beneath brush ...................................... 3C-
Smooth on-screen colors beneath brush .................................... 3C= 
Solid/tinted modifier, toggle ...................................................... l§l 5 

Special pencil mode, toggle ............ 1' or J, when pencil is selected 

Square, create ............................................... 0 ----~"/rectangle tool 

Tint level, toggle .................................................................. * or Qill * 
Tint on-screen colors beneath brush .......................................... 3C4 
Trace with brush ......................................................................... 3CT 
Twice actual view size (200o/o) ...................................................... 2 

Type tool, select ............................................................................. T 

Undo/redo last operation ............................................................ 3CZ 

Window size, toggle ...................................................................... -

Accurate for Studio/8, version 1.0 

3C command ._, return [§] keypad key 
"() shift ~ enter space bar 
~ option B escape Fl function key 
A control <EJ delete '~ mouse click 
+I tab [B) fwd. delete ----~ mouse drag 



Spreadsheets • 1 7 5 

Spreadsheets 
Ever since SuperCalc became the first big software hit 
on the Apple II, the measure of any computer, in busi­
ness terms, has been the spreadsheet. Lotus 1-2-3 was 
instrumental in the success of the IBM PC, so when 
the Macintosh was released everyone was very inter­
ested in seeing which spreadsheet would define the 
business capabilities of the Macintosh. 

It took several years before a professional spreadsheet 
for the Macintosh appeared, but when it did there was 
no disputing that the Macintosh could perform seri­
ous business computing. The engineers designing 
Excel, the story goes, were told to build the best spread­
sheet program available on any personal computer. 
They were not told which computer they were sup­
posed to use to accomplish this task. Fortunately for 
us, they decided that the Macintosh was their platform 
of choice. 

The amazing thing about Excel is that not only is it the 
undisputed leader of its category, but with a few mi­
nor exceptions, everyone is perfectly happy about this 
situation. Excel is so powerful and so well designed 
that it has avoided the competitive pressures that have 
befallen other category-leading packages like Aldus 
PageMaker and Microsoft Word. 

Not until the introduction of lnformix's Wingz did 
Excel see any type of real competition. Taken on its 
own merits, Wingz is a fine product, but most users do 
not find the product's graphic strength a compelling 
enough reason to give up Excel. 
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• Full Impact 

Icon Bars 

FILL RIGHT from EDIT menu 
FILL DowN from EDIT menu 
CLEAR from EDIT menu 
CoPY from EDIT menu 
PASTE from EDIT menu 
MovE from EDIT menu 
BOLD from FORMAT menu 
UNDERLINE from FORMAT menu 
ITAUC from FORMAT menu 
PRINT from FILE menu 
CURRENCY from FORMAT menu 
RECALC Now from DISPLAY menu 
SAVE from FILE menu 
GET [ELEMENT 1 INFO from FILE menu 
SwiTCH IcoN BAR from DISPLAY menu 

REDUCE from DISPLAY menu 
ENLARGE from DISPLAY menu 
ZooM from DISPLAY menu 
PARAGRAPH from DRAW menu 
Pm CHART from DRAW menu 
3D BAR CHART from DRAw menu 
BAR CHART from DRAw menu 
LINE CHART from DRAw menu 
ScATTER CHART from DRAW menu 
HIGH-Low CHART from DRAW menu 
LINE from DRAW menu 
RECTANGLE from DRAW menu 
ROUNDED RECTANGLE from DRAW menu 
OvAL from DRAw menu 
SwiTCH IcoN BAR from DISPLAY menu 
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• Full Impact 

Formula and Macro Icon Bar 
Addition 
Subtraction 
Multipli~ation 

Division 
Exponentiation (to the power of) 
Open parenthesis 
Close parenthesis 
Sum of a range 
Square root 
Less than 
Greater than 
One 
Comma 
Backspace (delete) 
Period 

Clicking an icon in an icon bar is a substitute for choosing 
the command listed 
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• Full Impact 

Standard Menus 

r '*111111 Edit Formot Olsploy Dnw Ulews Macros 
New Document ... liN 
Open ... 110 
Open Lints ... 
Close IIW 
Close Do,ument 
SDue 115 
saue R1 ... 
Reuert To SDued 

Get Range Info •.. Il l 
Get Ulew Info ... 
Get Document Info ... 
Modify Icon Bor ... 
Cus tom II Keys ... 

Page Settap ... 
Pr int •.. 

Quit 

-

Freeze Horizontal 
Freeze Uertlcal 
Set Page Break 
Pogo Leyout . .. 
Hide Grtd 
Hide Heodlngs 

Reduce 
Enlarge 
Zoom 

X P 

110 

Go To JIG 
Swttch I ton Ber 

11111111 
Undo liZ 

Cut IIH 
Copy ICC 
Paste IIU 
Clear liE 
Paste Spedol ... 
Selec t All IIA 

Show Clipboard 
Insert .•. 
Delete ..• 
Moue liM 
Fill Right IIA 
Fill Down 110 
Incremented Fill ... 
Sort ... 
Tob ie ••• 
!Htroct .•• 

-

Lines: 

line 
Rectangle 
Rounded Rectangle 
Dual 
Border 
Peregreph 
Chert 

ront Size 
Resource fools ..• 

Globol 
ll:l!lmiD:iml 0 
Document 2 

11111111111 
font • 
Style • Size • Alignment • 

""Generel 
Currency 
Percent 
FIHed 
ltlentlrt< 
Logical 
Dote & Time ... 
formula 
Dectmal Places •.. 
Custom • -
Commas 

Chl t ogo 
.IPioln TeHt Courier •••• Geneue 

1111/lr Heluetlco 
l!nJIUIIiU: fto1onoco 
llllllmiXP Symbol 
OOiaJilmll Times 

6 Polnl 
,....Left ~ IPaaDll 

Center om IPaaDll 
Right Otl!PaaDll 
Aepeotlng 0~ IPaaDll 

om IPaaDll 
00 IPaaDll 
36 Point 

'i Modify Formot.~i 

I Format I 
Format 2 

---

find, Replece ... 
Find Agoln 
Find S•lectlon 

Find, then Replete 
Replece, then Find 
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• Full Impact 

Formula and Macro Menus 

Moth ~ fiCiiii) 
Lagle ~ CHOOSE() RSINU 
Strtng ~ RSCO ERR RTRNO 
Ootobose ~- DRUG() CKRU ERROR() RTRN20 
Stotlstlcs ~- OCOUNTO uno FRLS£ coso 
Fino nee ~ - OM RHO LENGTH() IFO COT() 
Time ~ DMINO MIDI) IF£RR0 EHPO 
Spreodaheet ~ DSTDDEUO NUM2CO ISNULLO FRRCO 

DSUMO RIGHT() ISNUMO INTO 
CELLO r- DURRIRNC£0 lmHTO LN() 
COLUMN() 

I NR LOGO 
DOCUMENT ANNUITY() TRUE MODO 
HINOEKO DRTEO COMPOUND() PI 
KLOOKUPO DRY() DB() RBSO 

NCOLSO DOW() FUO RU&O RANDOM 

NROWSO HOUR() IRRO CEILIN&O SI&NO 

NUMPRGES MINUTEO NPU() COUNT() SINO 

OFFS£TO MONTH() PMTO FLOOR() SQRTO 

PRGE NOW PUll MRH() SUMO 

ROW() SECOND() SLO MIN() TRN() 

UINDEHO TIME() SOYD() ROUND() 

ULOOKUP() TIM£2CO STDDEUO 
TIMEURLU£0 SUMO 
YERR() URRIRNC£0 
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• Full Impact 

Commands Menu 

Keywords • I 
~ ·-·-··-··-··- .. -· ~-· . ~ Close } 

File Cleor Close.Jlocument BREAK 
Edit • !-- Copy EHport CRSE 
rormot • 1-- Cut Import CONTINUE 
Olsployl • f-- Delete New.Jlocument DEFRULT 
Dlsplay2 ·~---

Enter New-lllew ELSE 
Draw • EHtrect Open FOR 
Object • FIILDown OperLI.Inlcs GOTO 
Utilities • FIILRight Pege..Setup IF 
Info • Hldii-CIIpboard Print MRCRO 
ObJect Info • lncrementeciJIII Print-One RETURN 

Insert Quit STEP RdcLRange Moue ReuerLTo_Saued SWITCH Create.Jienges Naulgate seue TO Get-Range NeHLCell saue.Jis WHILE Lood..DefauiLBars Paste TeHt-Trensfer 
Load.. I con..Sars Paste-Spetlal 
Modlfy.Jiange Show-Clipboard RdciJormat 
Recalc..Now Sort Rllgn 
Recalc-Dptlons Table Commas 
Remoue.Jiange Currency 
Saue_lcon..Sars .____ Clear-Page..Brealc Custom..Format 
Swltcb_lcon..Bar Enlarge Date..&_nme 

FreezD-Hortzontal DetlmaUiaces 
Freeze..uertlcal FINed 
Hide-Grid Font 
Hlde..Headlngs Formula 
PagLLayout General 
Reduce Logical 
SeUolumn..lUidtb ModlfyJormat 
Set-Page-Break Percent 
Set.JiowJtelght Point 
ShOW-Grid Protect 
Show-Headings RemoueJormat 
Unfreeze_Kortzontal Scientific 
Unfreeze-llertlcal Style 
Zoom Unprotect 
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fi Full Impact 

Commands Menu 

Keywords • Rllgn_Objec:ts 
·····-·····-·-·-.. ·-··~····· Rrrows Rrea_Chert 
File • Border_Sides Bar-Chert 
Edit • Chert-Select Border 

Format • CharLUiew Brlng_To_Front 
Count-Characters Enable-Buttons 

Display I • fiiLPaUem Group 
Dlsplay2 • Llne_Pattem Hlgh-Low_Chert 
Drew • t--- llne_Width Join 
Object • 1----- Moue_Chart-legend Line 
UUIIUes • 1----- Ob jec t-Merglns llne_Chort 
Info • t--- ObjecLMoue Dual 

Object Info • r--- Objett_Nome Ouertay_Chort 
ObjetLOpoque Paragraph 

GeLChort..£1euauon Object-Size Picture 
GeLChart_OpUon Objet t_Transparent Ple_Chort 
GeLChorLPerspectlue PorogropiLSize Rectangle 
Get_Chart.JiotaUon Rotote-Paragraph Rounded_Rettangle 

Get_Chort_Type 
SeLCharLOpUons Scotter_Chort 
Set_CherLType Send_To_Baclc 

GetJIII_Color S tort.Jingle Snep_To_Grld 
GeLFIILPottern Stort_DatD-.Points Split 
Get_llne_Color TeNt-Select StaclcecLBor 
GeLllne_Paltern ILRids Ungroup 
GeLllne_Width Y-RidS 3D_Bor_Chort 

Get-Number _Objet t s Z-RKis 3D_surfote-Chort 

Get_Number_Parts Alert 
Get_ObjectJieight - Get-Align Baclcspace 
GeLObject..Morgln Get_Column..Width Beep 

GeLObjecLPosiUon Get_commos Carrtage_Return 

Get_ObjetLWidlh Get_DoleJormot Delete-'llew 
GeLNumber 

Get_stort_Rngle Get_Detimai-Pietes &et_strlng 
GetJLRKIS GetJont GeLUser _Selet t 
Get_Y.JIKIS GetJormat Pause 
GeLZ.JIKIS GeLFrozen Reneme_oocument 

Get-LesLCell Reneme_Uiew 
Get-Point scroll 

Get-Protect ScroiLPege 

Get.JiowJielght 
StrOll-PI He I 
StrolL To 

Get_SeletUon Sc:roii_Window 
Get_Style Select 
Get_TimeJormat Select_RII 
Get_Timeflrst Window-Moue 

Wlndow_Size 
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t Full Impact 

Keyboard Equivalents ( 1 of 3) 

Absolute reference* ......................................................................... $ 

Accept formula, activate next cell down ................................... ~J, 

Accept formula, activate next cell left ..................................... ~+-

Accept formula, activate next cell right ................................... ~--+ 

Accept formula, activate next cell up ........................................ ~f 

Activate formula bar ............................................................ 1
" \ cell 

Activate selection box ................................................................. 3CG 
Addition* ......................................................................................... + 
Argument separator* ....................................................................... . 

Assignment* .................................................................................. : = 

Cancel operation ......................................................................... 3C • 
Clear selected cells ...................................................................... 3C E 
Close document or macro window ............................................ 3CW 
Compute enclosed operators first* ....................................... ( and ) 

Concatenation* ............................................................................... !! 
Copy cells or formula .................................................................. 3CC 

Cut cells or formula ....................... ~ ........................................... 3CX 

Display date ...................................... 1" clock while time displayed 

Display time ...................................... ~'f\- clock while date displayed 
Division* .......................................................................................... I 

Enter numbers or functions as text* ............................................... " 
Equal to* .......................................................................................... = 

Exponential (to power of ... )* ......................................................... " 

Extend selection range ........................................ .0 ····~ across cells 

Fill down ..................................................................................... 000 

Fill right ....................................................................................... 3CR 
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• Full Impact 

Keyboard Equivalents (2 of 3) 

Get information on selected element ........................................ X I 

Go to specified cell ...................................................................... XG 
Greater than* .................................................................................... > 
Greater than or equal* ............................................................ ~ (~>) 

Less than* ........................................................................................ < 
Less than or equal* ................................................................. s (~<) 
Logical and* ..................................................................................... & 

Logical not* ...................................................................................... ,.. 

Logical or* ........................................................................................ I 

Modify icon ................................................................... X\ on icon 

Move one cell down ....................... ~ ............................................. +-' 

Move one cell left ..................................................................... 0+1 

Move one cell right ....................................................................... +I 
Move one cell up ....................................................................... 0+-' 

Move selection ................................... x····t\' to set destination, XM 
Multiplication* ................................................................................ * 

New document, create ................................................................ XN 
Not equal to* ........................................................................... :1: (~=) 

* Specifically for use in the formula bar or macro editor 

X command +-' return §) keypad key 
0 shift ~ enter - space bar 
~ option a escape Fl function key 
A control <RI delete {~ mouse click 
+I tab IE> fwd. delete .... t\' mouse drag 
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(t Full Impact 

Keyboard Equivalents (3 of 3J 

Open existing document ............................................................. aGO 

Paste cells or formula .................................................................. 3G V 

Percentage* ...................................................................................... % 

Print document ........................................................................... 3G P 

Quit Full Impact .......................................................................... aGO 

Range* .............................................................................................. : 

Recalculate now .......................................................................... 3€= 

Save spreadsheet ......................................................................... 3GS 

Select all cells ............................................................................. 3GA 

Select entire worksheet .............................................. '~ corner box 

Select noncontiguous ranges .............................. ag----~ across cells 

Select row or column .................................... '~ row or cell heading 

Subtraction/negation* ..................................................................... -

Undo/redo last operation ............................................................ 3G Z 

Wild card for a single character* .................................................... ? 

Wild card for any number of characters* ....................................... * 

* Specifically for use in the formula bar or macro editor 
Accurate for Full Impact, version 2.0 

3G command ..... return li1ill keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <EI delete l~ mouse click 
+I tab I]) fwd. delete ·---~mouse drag 
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~ Microsoft Excel 

Menus 

...Cell 
~ormulo 

Ualue 
formal 
Protection 
Nemes 
Precedents ••• 
Dependents ••• 

.!Nolo 

Display ... 
Standard font ••• 
freeze Panes 

Start Retarder 
Set Recorder 
Relatlue Record 

Protect Document ••• 

Rreo ... 
Bar ••• 

...Column ••• 
Line ••• 
Pie ••• 
Stoller ••• 
Comblnallan ... 
Preferred 

.. 

Seletl Chart •a 
Select Pial Rreo 

New Window 
Show Clipboard 
Show Info 
Rrrenge Rll 

Hide 
UnhldoM. 

.,., Worttlhoetl 
2 Chart I 
3 Macrol 

Set Preferred -·-.. -·-·- .. ---·--.. -·-.. --.. Moue 
Protect Document... ......s ... lz-.e __ ___, 

Colculale Now •· 
Short Menus 

The INFO menu appears only when you choose SHow INFO 

The GAUERY, CHART, and FoRMAT menus appear as shown 
above when a chart is the active window 
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~ Microsoft Excel 

Keyboard Equivalents ( 1 of 6) 

Absolute reference* ......................................................................... $ 

Activate formula bar ................................................................... XU 

Activate menu bar .............................................................. F 10 or I 

Activate next pane ....................................................................... F6 

Activate next window .................................................... XM orXF6 

Activate previous pane ............................................................ '()- F6 

Activate previous window ..................................... X<Q-M orX<Q-F6 

Addition* ......................................................................................... + 
Apply array formula .................................................... X+-' or x~ 

Apply formula to all selected cells ............................. ~+-' or~~ 

Begin formula* ................................................................................. = 

Bold text .................................................................................. X<Q-8 

Border, bottom ......................................................................... X~J. 

Border, left .............................................................................. X~~ 

Border, outline ......................................................................... X~) 

Border, right ........................................................................... X~~ 

Border, top ............................................................................... X~t 

Calculate document ................................................................. '()- F9 

Calculate now .................................................................... X= or F9 

Cancel formula ................................................................. XZ or X. 

Cancel operation ................................................................ X . or g 

Carry out operation ...................................................................... ~ 

Clear selected cells ...................................................................... XB 
Close all open documents ..................................... '()- choose CwsE 

Close document .............................................................. XW or X F 4 

Compute enclosed operators first* ....................................... ( and ) 
Copy cells or formula ........................................................ XC or F3 
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~ Microsoft Excel 

Keyboard Equivalents (2 of 61 

Copy picture ............................................................................ 38 0 C 
Copy value from cell above* ........................................................... ~ 

Create names ............................................................................ 3GOf3 
Cut cells or formula ........................................................... 38X orF2 

Define name of selected cells ........................................... 38LaMF3 
Delete selected cells ................................................................... X 

Display formulae/values, toggle ................................................... H 
Division* .......................................................................................... I 

Enter current date* ........................................................................ M 

Enter current time* ......................................................................... X 
Equal to* .......................................................................................... = 

Establish formula as array* .................................................... {and} 

Exponential (to power of ... )* ....................................................... 11 

Extend selection range ........................................ 0 ····It across cells 

Extract records from database .................................................... 38 E 

* Specifically for use in the formula bar or macro editor 

38 command +-' return mill keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <EI delete {~ mouse click 
+I tab ® fwd. delete ····It mouse drag 
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~ Microsoft Excel 

Keyboard Equivalents (3 of 6) 

Fill down ..................................................................................... X D 

Fill left ..................................................................................... XOR 
Fill right ....................................................................................... X R 

Fill up ...................................................................................... X.oQ-0 

Find cell, display dialog ............................................... XJ or OFS 
Find next cell ..................................................................... XH or F7 
Find next record in database ...................................................... X F 

Find previous cell ...................................................... XOH or OF7 
Find previous record in database ........................................... X 0 F 

Go to cell or named area ................................................... XG or FS 
Greater than* .................................................................................... > 
Greater than or equal* ................................................................... >= 

Help .................................................................................. X/ or HELP 

Help, context-sensitive ............................................................ OFl 

Insert one cell at a time ................................................. ~rit- on cell 

Insert paragraph break in note .................................................. A+-' 

Insert selected number of cells ................................................... X I 
Intersection* ................................................................................... -
Italic text .................................................................................. X 0 I 

Less than* ........................................................................................ < 
Less than or equal* ........................................................................ <= 

Maximize active window ....................................................... X F 10 

Move active window ................................................................ XF7 
Move one cell down ..................................................................... +-' 

Move one cell left or to previous field ..................................... 0+1 
Move one cell right or to next field ............................................. +I 
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~ Microsoft Excel 

Keyboard Equivalents (4 of 6J 

Move one cell up ....................................................................... 0+-' 

Move to next record ..................................................................... ~ 

Move to previous record .......................................................... o~ 

Multiplication* ................................................................................ * 

New chart, create ....................................................................... F 11 
Ne~ document, display dialog ................................................... ~N 

New macro sheet, create ......................................................... 3€:F11 
New worksheet, create ........................................................... 0 F 11 

Not equal to* .................................................................................. <> 
Note selected cells ..................................................... 3€:0N or OF2 
Number format, $#,##0.00 ................................................... 3€:0~4 

Number format, Oo/o ............................................................. 3€:0~5 

Number format, 0.00 ............................................................ 3€:0~1 

Number format, O.OOE+OO ................................................... 3€:0~6 

Number format, d-mmm-yy ................................................ 3€:0~3 

Number format, general ....................................................... a€:0~-

Number format, h:mm AM/PM ........................................... a€:0~2 
Number lock, activate/deactivate ......................................... Olim!B 

* Specifically for use in the formula bar or macro editor 

3€: command ..... return lim) keypad key 
0 shift ~ enter - space bar 
~ option g escape F1 function key 
A control <EI delete '~ mouse click .. , tab [B) fwd. delete ····~ mouse drag 
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~ Microsoft Excel 

Keyboard Equivalents (5 of 6) 

Open existing document ............................................. XO or X F 12 

Paste cells or formula ........................................................ 3€V or F4 

Paste function ........................................................................... 0 F3 

Paste special ............................................................................ X 0 V 

Percentage* ...................................................................................... % 

Plain text .................................................................................. X 0 P 

Print document ........................................................ X P or X 0 F 12 

Quit Microsoft Excel ................................................................... XO 

Range* .............................................................................................. : 

Reference, convert formula ......................................................... XT 

Repeat last operation .................................................................. XY 

Restore window size ................................................................ X F 5 

Save as different name or location ............................. XOS or F12 
Save spreadsheet ......................................................... XS or OF12 
Search for ? or * characters* ................................................ -? or -* 
Select all cells ............................................................................. 3€A 

Select chart .................................................................................. XA 

Select entire column .................................................................. X-
Select entire row ....................................................................... .0-
Select entire worksheet .............................................. \ corner box 

Select noncontiguous ranges .............................. x----~ across cells 

Select range of cells ................................................ ·---~ across cells 

Select row or column .................................... '~ row or cell heading 

Select special, all levels dependents ...................................... XO] 
Select special, all levels precedents ....................................... XO [ 
Select special, column differences ......................................... XO \ 
Select special, current region ..................................................... X* 
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~ Microsoft Excel 

Keyboard Equivalents (6 of 6J 

Select special, direct dependents ............................................... ag] 
Select special, direct precedents ................................................ ag [ 
Select special, notes ................................................................ agoo 
Select special, row differences ................................................... ag \ 
Shadow text ............................................................................. ag 0 W 
Show information .................................................................... ag F 2 

Size active window .................................................................. ,agFa 
Subtraction/negation* ..................................................................... -

Text operator* .................................................................................. & 

Underline text ......................................................................... agou 
Undo/redo last operation .................................................. agz or Fl 

Union* .............................................................................................. : 

Wild card for a single character* .................................................... 1 

Wild card for any number of characters* ....................................... * 

* Specifically for use in the formula bar or macro editor 
Accurate for Microsoft Excel, version 2.2 

ag command ...... return mill keypad key 
0 shift ~ enter space bar 
~ option g escape Fl function key 
A control ® delete (~ mouse click 
+I tab [B) fwd. delete ····~ mouse drag 
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~ Microsoft Excel 

Ten Hottest Tips 

o Enough help already. Excel 2.2 provides a Help bar at 
the bottom of your screen, a particularly convenient 
learning tool for new users. As your cursor passes over 
a command, the Help bar displays a short blurb of 
information about it. However, for experienced users, 
this bar just takes up much-needed screen space. To 
dispense with it, choose the WoRKSPACE command from 
the OPTIONS menu, and deselect the "Status bar" option 
from the resulting dialog box. 

o Columns with headlines. To create nonscrolling head­
lines at the top of your columns, drag downward on 
the black split bar located above the up arrow on the 
vertical scroll bar. This allows you to split the window 
into two separate scrolling areas. There is another split 
bar to the left of the left scroll arrow, allowing you to 
establish nonscrolling row labels. 

o Tum off automatic calculation. To save time when 
entering values into a worksheet that performs fre­
quent calculations (such as our checkbook example), 
choose the CALCULATION command from the OPTIONS 
menu and set the calculation to Manual. This way, 
your worksheet will only be updated when you choose 
the CALCULATE Now command (or press COMMAND-=). 

<> Editing number formats. Excel not only provides you 
with a wide variety of number formatting choices, but 
it also allows you to edit these choices. For example, if 
you select the "m/d/yy" date option in the FoRMAT 
NuMBER dialog box, the cell entry "5/9" will be dis­
played as "5/9/91" (assuming 1991 is the current year). 
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However, by adding an extra m and d to the "Format" 
option at the bottom of the FoRMAT NuMBER dialog box 
so that the format reads "mm/ dd/yy," you change your 
display to "05/09/91." Or, if you prefer hyphens to 
slashes, you may edit the option to read."mm-dd-yy." 

~ Transfer utilities. Do not try to transfer to another ap­
plication, whether using QuicKeys, On Cue, or some 
other launching utility, while entering information into 
a cell. Excel requires that you escape the formula bar 
before any closing or saving operation may be per­
formed. Sometimes you must even close the current 
document before a launching utility will respond. 

~ Botched formulae .. When entering a complicated for­
mula, it is very easy to make mistakes. However, Excel 
cannot implement the formula, and therefore will not 
let you escape the formula bar, unless it's perfect. Even 
an extra parenthesis can bog it down. If you're totally 
confused and tired of dealing with a botched formula, 
you may escape the formula bar without losing what 
you've done so far simply by deleting the equal sign at 
the formula's beginning. Then relax and come back to 
it later. 

~ Making better looking charts. Basically, a chart with 
too many labels or too many tick marks looks like a big 
mess. Since Excel doesn't offer many interesting chart­
ing features anyway, you might as well make your 
charts as clean and simple as possible by eliminating 
excess dates and values. Also, if you're dealing with 
large numbers, there's no sense in making your value 
bars cross at zero. For example, if the lowest sales 
figure for your department was $35,000, your chart 
will be more dynamic if the lowest value charted is 
$30,000 rather than $0. 



1 94 • Spreadsheets 

$90,000 

$80,000 

$70.000 

$60.000 

sso.ooo 
$40,000 

$30.000 

$20,000 

$10,000 

1978 1979 1980 1981 1982 1983 1984 1985 1986 1987 1988 1989 1990 1991 1992 

Although this chart is passable-you can plainly see how 
well this department has done each year since 1978-we 
could make it more dramatic by enhancing some details 
and eliminating others. 

1978 1980 1982 1984 1986 1988 1990 1992 

Here, we have simplified our chart by eliminating every 
other date, and made it more dramatic by selecting $30,000 
as the starting value rather than $0. We have also 
highlighted our best growth years by adding thicker lines 
and hollow points. 

<> Exporting charts. No matter how hard you try, chart­
ing in Excel is a miserable experience. It's unnecessar­
ily laborious, and the results are generally dismal. If 
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you're willing to spend a little more time (but not that 
much more, considering how long it takes to get a 
chart created in the first place), you can enhance your 
charts by exporting them into a drawing program such 
as MacDraw II. Simply select the entire chart (COMMAND­
A), copy it, choose SCRAPBOOK from the APPLE menu, 
and paste. This converts the chart into the PICT graphic 
format used by MacDraw and supported by high­
end drawing applications such as Aldus FreeHand. 
Pasting to the Scrapbook is also the only way you can 
transfer a chart to a page-layout program to garnish 
the documentation. 

• Eliminating the extra zeros. If you're designing work­
sheets with numbers ranging well into the thousands 
or millions (or even billions in the case of our friends 
in defense contracting), you might want to take advan­
tage of Excel's rounding feature. Commas at the end of 
a number format instruct Excel to drop three digits 
apiece from the end of a cell value. So by entering "0," 
in the FoRMAT NuMBER dialog, you instruct Excel to 
display the cell value 10,734,650 as "10,735". Adding 
another comma to the format (so that it reads "0,") 
displays the same number as "11" and so on. A deci­
mal point may also be added to retain significant dig­
its; in this way, the format "0.00," displays our cell 
value as "10.73". 

• Buying ready-made worksheets. If you require a work­
sheet for a specific purpose, such as payroll analysis or 
real-estate management, but can't spare the time (or 
consider yourself unable) to carry out the design, you 
can probably locate a predesigned worksheet for a 
nominal fee. The largest clearinghouse for such prod­
ucts is Heizer Software's Excellent Exchange, which 
offers worksheets and templates for as low as $5.00. 
(Average prices are right around $20.) 
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~ Wingz 

Toolbox 

Worksheet \to select single cell,·---~ to select range 

Object \ to select object, ····~ to move 

Button ····It to create button and define size 

Text ··-It to create text field, sg--~ to align to grid 

Chart --~ to draw chart, sg---~ to align to grid 

Line ··-~ to draw straight line 

Arc ··-It to draw quarter ellipse 

Oval ··-It to draw ellipse 

Rectangle --~ to draw rectangle 

Poly \ to create comers for polygon 
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~ Wingz 

Menus 
Groph Script Window 

I 

Close 
Soue 
Soue As .•. 
Reuert to Saued 

Peste Special • 
Retolt •· Monuol Recolc 
Retolt Info • - Alutomotlt Recolc 
Paste Formu111 ••. 

Find ••• 
Select 
Nome 

Define Nome ••• 
Cre11te Names 
RemoueN11me 

.INotural Retalc: 
Kf Row Reclllt 

• Column Recolc 
• i~ . -- - -- -- ·-··--·--··-

Iteration ••• 

N11med tells '; I 
Named tells2 
Nomad cells 3 

Top Row 1 
Left Column I 

Named cells I~ I 
Named cells 2 
Named cells 3 

Uolues 
formot 

Rdd 
Subtroct 
Multiply 
Diu Ide 

Notes 
Fields 
Controls 
Graphics 

··•···· 
TeNt Cells 
Ualue Cells 
Formula Cells 
Error Cells 
Locked Cells 
Blank Cells 
Heading 

Rll Precedents 
Rll Dependents 
Dlrett Precedents 
Dlrett Dependents 
References to Blanks 
Unreferented Cells 

Current Cell 
Rctlue Cells 

Report Heoder 
Report Footer 
Report Border 
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~ Wingz 

Menus 
1111111!1111 -'fiNed 

._j Hide Zero .IRed currency Number 
Commas Green Percent Attribute • 1--
Parenthesis Blue Scientific Negatlues •r. Hidden Cyan General Precision ••• 

Magento D-Mon-YY -·-·-· ---··-·- ·-- ·-·-·-· Chicago Yellow D-Mon Font ·- Courier Bleclc Mon-YY Size ·- Geneuo White MM-DD-YY Style • Heluetlca Other ••• MM-DD Color • Monaco -r- HR:MN:SC RM Rllgn • Symbol 
-'lim HR:MNRM ---·----·----·-"-''' -· ----- Times 

01 HH:MN:SC 
I Fill ... 

KH:MN line ... .IPialn D~ 
Border ... laid KB om .IRed 
~ ------·-·-- 118111' 00 Green 
Sheet Info ... ~MU 56 Blue 

lDJIIl!lbXII 48 cyan 

[i[ Clb:ll:lklm 72 Magenta 

~ Yellow 
Bloclc 
White 
Other ... 

Report 
Protection 

r=====::::;:==,-,_:~e-p __ o_rt_P_~t.~a-~~~--
• ~ Protect Cells 
• 1-- ..ltlnprotect Cells 

Fill Enable Protection 
sort • f-- .,;1llsable Protection 
Table 
Distribution 
Database 
MotriH 

• f- 1---·-·-··-·-···----
• '- Password ... 

• sort Now • 
Transpose 
lnuert 

Regress 
N·Salue 
Determinant 
-----

MultiP!Y 

Find 
EHtract 
Delete 

Data Range 
Criteria Ra!!.!l_e 

Sort Range 
Rscendlng Key 
Descending Key 

Add Ascending Key 
Add DescendlnJl K~ 

Distribute 

Ualues Range 
Bin Ra'!D._e 

Rdd Page Brealc 
Remoue Page Brealc 

Report Header left 
.~Report Header Center 

Report Header Right 
Hide Report Header 
Report Header Range 

Report Footer Left 
.~Report Footer center 

Report rooter Right 
Hide Report Footer 
Report Footer Ra1!.9e 

Retalc: Table 

Table Range 
Input Celli 
Input Cell2 
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~ Wingz 

Menus 

Gallery 
Title 
Footnote 
Legend 
RHes 
Series 

• ~r.=~n~u=e~L=er~t==.-------------l~~e 
• t--- Title Center Footnote Len Layer 
• 1--- Title Right Footnote Center Step 
• r--- .tHide Title footnote Right Combination 
• 1- ·····--·-·-·--···-·-··-·.. .tHide Footnote 

!D Info 
General 

~ ~1---=:liii~~TI=U~e=R~a~ng:•e:::~~-~-~-~ .. -~-~ .. -~.-~-~ 50 Bar " ~ footnote Range 50 Line 
• r-- Legend Left linear scale 30 Layer 

Bring to front 
Send to Back 

A.egend Right Percent Scale =~ ~~':blnatlon 
Legend Bottom Log Scale . _ ..... __ _ 
Legend Top scale Info... Horizontal Bar 
Hide Legend ·-·---·-·-.. -· ... 

Group I Ill~~~~~=~ Hide RKis Pie 
Ungroup - Range RHis line Only 50 Pie 

:=.IR:;::u~to:;m;:a:;tl;::c:;:l::ay::!o-u.,..t l!::::;:JI_._, ................ _ ............... · Major Grids ... 
11

_ .H .. _1 __ L .. 0 ..................................... . 
Hide Minor Grids ••• 

..-automatic Stacking 
Stack Chart 
Unstack Chart 

1---· ·--·---------

No Parsing 
.IRutomatlt Parsing 

Horizontal Parsing 
Uertltal Parsing 

Chart Range 
Series label Range 
Dlulslon label Range 

Plot Interior Brush ••• 
Plot Interior Pen ••• 

Smooth 
[Hplode 
AUK RKIS 

Label ••• 
symbol ••• 
combination ••• 

Rdd Sarles 
Delete Sertes 
Show All Series 

Learn 
Compile 
Run 

Scale 
Show 

No Strlpt 

Column Heading 

.181 .. 82 
RICI .. R2C2 

HY 

Title Range 
.ntlde TIUe 

Rotate nne 

Scatter 
Polar 
Contour 
Surf ate 
Wire frame Ulew ••• 

Base Pen ••• 
Base Side ••• 
Base Top ••• 

Shadow ••• 

Surfate Pen ••• 

25'%. 
33'%. 
50'J. 
67'J. 
75'J. 

.IIOO'J. 
150'J. 
200'J. 
:SOD'%. 
400'%. 
Other ... 

.IS heel 
Titles 

.tHeadlngs 

.1Notes 

.IFields 

.~Controls 

.IGraphlu 

.11'001 BDH 

.l£ntry Bar 

.ICell&rld 

.ITitle Grid 

.tHeadlng Grid 
Formula TeHt 
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~-wingz 

Keyboard Equivalents ( 1 of 3J 

Absolute reference* ......................................................................... $ 

Accept formula, activate next cell down ....................................... J, 

Accept formula, activate next cell left ......................................... ~ 

Accept formula, activate next cell right ....................................... ~ 

Accept formula, activate next cell up ............................................ t 
Access last object tool ............................................................ '()- ····tt 
Addition* ......................................................................................... + 
Apply grid to object .................................... 3€··-·~t "'/any object tool 
Argument separator* ....................................................................... , 

Begin formula* ................................................................................. = 

Cancel formula .......................................................................... Q!Jg 

Clear .............................................................................................. <EJ 

Close document ........................................................................... 3€W 
Compute enclosed operators first* ....................................... ( and ) 

Copy cells or formula ........................................................ 3€C or F3 
Cut cells or formula ........................................................... 3€X or F2 

Delete selected cells .................................................................... 3€ K 

Division* .......................................................................................... I 

Enter numbers or functions as text* ............................................... " 

Equal to* .......................................................................................... = 

Execute HyperScript command from formula bar ...... 3€._, or X~ 
Exponential (to power of ... )* ......................................................... ,.. 

Extend selection range ........................................ '()-·--·It across ceJJs 

Fill down ..................................................................................... XD 
Fill right ....................................................................................... XR 

Find cell or named area .............................................................. X F 
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~ Wingz 

Keyboard Equivalents (2 of 3) 

Go down one window ........................................................ PAGE oowN 

Go to cell A1 .............................................................................. HOME 

Go to cell AVLH32768 ................................................................ END 

Go to first or last active cell ............................... ;it navigator arrow 

Go up one window ................................................................ PAGE UP 

Greater than* .................................................................................... > 
Greater than or equal* ................................................................... >= 

Insert selected number of cells ................................................... sg I 

Less than* ........................................................................................ < 
Less than or equal* ........................................................................ <= 

Move one cell down ..................................................................... ~ 

Move one cell left ..................................................................... 0+1 
Move one cell right ....................................................................... +I 
Move one cell up ....................................................................... o~ 

Multiplication* ................................................................................ * 

New document, create ................................................................ sgN 
Not equal to* .................................................................................. <> 

* Specifically for use in the formula bar or macro editor 

sg command ~ return IS!] keypad key 
0 shift ~ enter - space bar 
~ option a escape Fl function key 
A control <EI delete \ mouse click 
+I tab [!) fwd. delete ····'t- mouse drag 
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~ Wingz 

Keyboard Equivalents (3 of 3J 

Open existing document ............................................................. XO 

Paste cells or formula ........................................................ XV or F4 

Percentage* ...................................................................................... % 

Print document ........................................................................... X P 

Quit Wingz .................................................................................. XQ 

Range* ............................................................................................•• 

Recalculate now .......................................................................... X= 

Save spreadsheet ......................................................................... XS 

Select all cells ............................................................................. XA 

Select entire worksheet .............................................. \ corner box 

Select noncontiguous ranges .............................. x---~ across cells 

Select range of cells ................................................ ·--~ across cells 

Select row or column .................................... \ row or cell heading 

Subtraction/negation* ..................................................................... -

Text operator* .................................................................................. & 

Undo/redo last operation .................................................. XZ or Fl 

* Specifically for use in the formula bar or macro editor 
Accurate for Wingz, version 1.1 

X command +-' return mm keypad key 
{)- shift ~ enter - space bar 
~ option g escape Fl function key 
A control <EI delete \ mouse click 
.. I tab [B) fwd. delete ·--~ mouse drag 
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Word Processors 
More people use the terms "love" and "hate" to de­
scribe word processing software packages than any 
other kind of application. A popular word processor, 
whether it be Microsoft Word, WriteNow, or Mac Write, 
has its own band of devotees and detractors, often dis­
playing inspired levels of emotion. 

Word processing, like writing itself, appears to be a 
very personal experience, where comfort with the com­
mand structure and user interface are very important 
to the user. As the entries in this section illustrate, 
there are dramatic differences between the commands 
available in each of the popular word processing pack­
ages. Y au can also get a sense of the user interface 
distinctions: the way that menus are arranged, the 
organization of keyboard equivalents, and the visual 
layout of the writing area, rulers, and menu commands. 

Microsoft Word's dominance of the word processing 
market is at least partly due to the fact that it was the 
original high-end word processor. However, familiar­
ity alone has not sustained Word this long. Word 4.0 
offers an incredibly rich set of features, many of which 
can be customized to an extent previously unexplored 
by other software packages. (Word lets you add or de­
lete menu commands, and completely customize its 
keyboard equivalents.) 

WriteNow gained favor partly because it was the first 
serious alternative to Microsoft Word, but also because 
it implemented its features in a way that many users 
found to be more Mac-like. Recent upgrades have added 
a number of advanced features to WriteNow, and have 
continued to improve on its already impressive proces­
sing speed. 
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MacWrite II has gained wide respect for its mix of 
features and ease-of-use, especially from veteran Macin­
tosh users who had long given up on Mac Write before 
Claris rewrote it as MacWrite II. MacWrite II is better 
suited for more casual word processing, either as an 
occasional alternative to the power of Word or 
WriteNow, or as the primary word processor for some­
one who never finds themselves in need of advanced 
features. 
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";::::· FuiiWrite Professional 

Ruler 
-·-··-~··-... J~ ... ?.J ....... l .. ..-.t .... _l!.. .. .a.. ... -l. ...... L..... .. !2 ..... J ....... l ...... .a.. ..... .!l-.a.....J.. ..... a_,.L,.K .• _l .... _L, .... a ...•.. § •. _l., .••. .J .•.•... & ....... ~"'··J. ....... l·•···'··.._Jl', •. 

1 Column Chlpt.r 1 P1 1 

f-'"'''"'":i:'''''1 .. ~ .. l.. ... ,.L .... :J!:--·.I. .. o .. ,J. ..... 1 .. ~~•-1 ....... 1 ..... 1.-':l"'·.L.•,.J_._,1 ..... .:Jto ... 1.~ ... 1 ...... 1,,o,,J.li..,,.l,• ... l ... o ... L ...... lf1 ..... 1 ... o.J. o ... l ... o .. J1 .•.. , 

:%; First-line indent L:::.. Left tab marker 

.A. Left indent marker ~ Center tab marker 

.A. Right indent marker a Right tab marker 

lll. Column width marker .8. Decimal tab marker 

< Delete column icon 

> Add column icon 

Margin Icons 

EJ Header 1!1 Sidebar 

g Footer 121 Picture 

Cl Posted note I> Tab ruler 

Gl Footnote v Chapter ruler 

El Endnote 1!1 Classification marker 

(!) Bibliography entry -- Column break 

liD . Contents - Page break 

Ea Index entry Multiple icons 

In the icon-bar display mode, double-clicking an icon 
opens the respective note panel 
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"~::::· FuiiWrite Professional 

Menus 

acs 

Preferences ••• 
Get Info ••• 
Doc Layout ... 
Doc Setup ••• 

Page Setup ••• 
Print ••• 

Quit 

Posted Note 
Footnote 
Endnote 
Bibliography 
contents 
lndeH Entry 

New Sidebar 
New Picture 

8CQ 

Re-referenc:e ••• 
Hide Panels XH 

Cut 8CH 
copy ace 
Paste acu 
Clear 
Select Chapter XII 

Make Outline 
Sort ••• 
Kern ••• 

Glossary ••• 
Uarlables ••• 

Hyphenate ••• 
Check Selection 
Thesaurus .•. 

New Ruler 
Tabs ••• 

"'~ 
~ 
~ 
Other ... 

New Chapter 
Layout .•• 

Column Break 

8CG 
ICY 

GoTo... an 
Bookmar1cs ••• 
Browse ••• 
Show Outline ••• 
Show Pages ••. 

Find, Change... 8CF 
Find NeHt XD 

Classify ••• 
Insert Citation ••• 

Clean Up ••• 
Windows ••• acw 

XP 
XB 
XI 
acu 
XK 
XE 

Base Styles ••• 
Custom St les ••• 



Word Processors • 207 

"~::::· FuiiWrite Professional 

Note Panel Menus 

Format ••• 

Group 
Ungroup 
Lock 
Unlock 
Align ••• 

Rotate 
Flip Horizontal 
flip Uertical 
Duplicate 

Object Style ••• 

Set Grid ••. 
Set Size ••• 

Malee Item 
Itemize 
flatten ••• 

Promote XI 
Demote XI 
Collapse 
EKpand 

Format ••• 

The far right menu changes depending on the currently 
displayed note panel 
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--:::::· FuiiWrite Professional . 
Keyboard Equivalents ( 1 of 8) 

Access last tool usedt .................................................................... -

ACTION menu in FIND AND CHANGE dialog, display ................ ~~4 

AFFECT menu in FIND AND CHANGE dialog, display ................ ~~3 

Bezier control handles, 
display to editt .................................... ~\ Bezier path w; arrow tool 

Bibliography menu, display (if available) .................................. ~9 

Bold text ...................................................................................... ~B 

Cancel operation ......................................................................... ~ • 

Center text (middle-justify) ........................................................ ~M 

Change all option-box values 
to specific unit of measure .................... ~r~ measure abbreviation 

Change current option-box value 
to specific unit of measure .................... ~~it measure abbreviation 

Change then find next occurrence of text .............................. ~{}0 

Change then find preceding occurrence of text ................. ~O~D 

Circle, createt ......................................................... 0 ····~ w; oval tool 

Clean up windows again ................................. ~ choose CLEAN UP 

Clear element ................................................................................ <EJ 

Close Bezier path t ........................................ 'it ,..1\- w; Bezier curve tool 

Close current note panel 
and open next note of same type ....................................... ......... ~I 

Close current note panel 
and open preceding note of same type ................................... ~~/ 

Close current note panel .................................... \ Close box or 3C-
Close current ruler ......................................... ~ choose NEW RuLER 

Column rule, activate/deactivate ...................... 0 lit 'it column rule 

Column rule, edit for facing pages ........................ 'it 'it column rule 

Column rule, edit for single page ...................... ~~it'it column rule 
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"::;::· FuiiWrite Professional 

Keyboard Equivalents (2 of BJ 
Copy additional elements (append to Clipboard) .................. sgoc 
Copy character formatting 
to selected text ......................................... sg\ formatted text block 

Copy element .............................................................................. sgc 
Crop bit mapt ................................................... sg···-~ comer handle 

Curve point to corner point, togglet ...................... Olit wlarrow tool 

Cut element ................................................................................. sgx 

Delete next letter .............................................................. sg<El or IE> 

Delete next word ..................................................................... sg~® 

Delete preceding letter ................................................................. ® 

Delete preceding word .............................................................. ~® 

EDIT menu, display ...................................................................... sg2 
End Bezier linet ........................................... sg\ "/Beziercurve tool 

ENDNOTE menu, display (if available) ......................................... sgg 
ENTRY menu in GLOSSARY dialog, display .............................. sg~2 

Extend selection incrementally 
to next phrase ........................................... sg-(}+1, literal phrase,._, 

Extend selection incrementally 
to preceding phrase .............................. sgo~+I,Jiteral phrase, ..... 

t Exclusively applicable to drawing in the Picture panel 

X command ..... return · IE!I keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control ® delete \ mouse click 
+I tab IE> fwd. delete ·---~ mouse drag 
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--~::::· FuiiWrite Professional 

Keyboard Equivalents {3 of 8) 

FILE menu, display ...................................................................... Xl 
FILE menu in GLOSSARY dialog, display .................................. X~l 

Find and change specified text .................................................. X F 
Find next occurrence of text ....................................................... XD 
Find preceding occurrence of text .......................................... X~D 

FoNT menu, display .................................................................... X6 
FooTER menu, display (if available) ........................................... X9 
FoOTNOTE menu, display (if available) ....................................... X9 
FORMAT menu, display ................................................................ :Jt:S 

GLOSSARY dialog, display ............................................................ XG 
Glossary phrase, insert into text .................. XG, glossary name, ...... 

Go to specified page ........................... XT or '~ '~ page number box 

Hand tool, select temporarilyt ...................................................... ~ 

HEADER menu, display (if available) ........................................... 3t:9 
Help ............................................................................................ HELP 

Increase type size .................................................................... X~= 

Index selected text .................................................. ~ choose INDEX 

Italic text ...................................................................................... at: I 

Justify text (full justification) ..................................................... :lt:J 

Kern type, delete 1/2o em .............................................................. at:-
Kern type, insert '!2o em ............................................................... X= 

Left-justify text ............................................................................ at: L 

LOOK menu in FIND AND CHANGE dialog, display ................... :Jt:~l 

MATCH menu in FIND AND CHANGE dialog, display ................. :Jt:~2 



Word Processors • 211 

--;:~::· FuiiWrite Professional 

Keyboard Equivalents (4 of BJ 

Move down one line ............................................... J., mm2, or X~: 

Move element by grid incrementt ........................... ~-+, .J,, +--, or f 
Move element single pixelt ......................................... -+, .1,, +--, or f 

Move left one letter ................................................ +--, miD 4, or X~K 

Move left one word ........................................ ~(-, ~llm!4, orX~H 

MoVE menu, display ................................................................... X3 

Move right one letter ............................................. -+, ll1Jl6, orX~L 

Move right one word ...................................... ~-+, ~llm!6, or X~' 

Move to beginning of current paragraph ..................... ~f or ~liilil 8 

Move to beginning of document ............................................. ~mm 7 

Move to beginning of next paragraph ......................... ~J. or ~lmil2 

Move to end of document ....................................................... Xmm 1 

Move up one line .................................................... f, ~!1m 8, or X~J 

New bookmark, create .................................... ~ choose BooKMARK 

New document, create ................................................................ XN 
New plain document ............................................................... X~N 

Next window (bring second window to front) ....................... X~W 

NoTEs menu, display .................................................................. X4 

t Exclusively applicable to drawing in the Picture panel 

X command +-' return mm keypad key 
'()- shift ~ enter - space bar 
~ option B escape Fl function key 
A control @ delete !rt- mouse click 
+I tab 1::8> fwd. delete ····~ mouse drag 
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.. ;;:::· FuiiWrite Professional 

Keyboard Equivalents (5 of B) 

Open existing document ............................................................. 3€0 
Open first note panel in current section ................................ 3€~-

0pen next note panel .............................................................. 3€ ..0-

0pen preceding note panel ................................................. 3€0~-

0ptional hyphen ........................................................................ 3€-

0utline, collapse topics to specified level ...... ~ choose CoUAPSE 

Outline, demote all topics at same level as selection ............ 3€.0] 
Outline, demote topic ................................................................. 3€] 

Outline, expand topics to specified level .......... ~ choose ExPAND 

Outline, make item (new topic) ................................................ sg...,. 
Outline, make new item at specified level .... ~ choose MAKE ITEM 

Outline, make new subordinate item .................................... 3€~ ..... 
Outline, make ne\Y' superior item ......................................... 3€0 ..... 

OUTLINE menu, display (if available) .......................................... 3€9 

Outline, promote all topics at same level as selection .......... 3€ 0 [ 
Outline, promote topic ............................................................... 3€ [ 

Paste element .............................................................................. SiV 
Paste swap (exchange selection w;clipboard contents) ......... Si~V 

Perpendicular line, createt .................................... 0 ··-~ IV/ line tool 

PICTURE menu, display (if available) .......................................... 3€9 

Plain text ..................................................................................... 3€ P 
Print current page .................................................................... Si~P 

Pull object aheadt ................................... ~ choose BRING TO FRONT 

Push object behindt ................................... ~ choose SEND To BACK 

Quarter circle, createt ............................................. ..0 ····~ "'/arc tool 

Quit Full Write Professional ........................................................ 3€0 
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v~;:::· FuiiWrite Professional 

Keyboard Equivalents (6 of BJ 

Reduce type size ...................................................................... 3€~-

Remove style discriminately .................. ~ choose style command 

Return character (Cfi) (in search)* ............................................... 0+-' 

Right-justify text .......................................................................... 3€ R 

Save document ............................................................................ 3€5 

Scroll down one line ............................... ~lm!l3, ~PAGE UP, or 3€~\ 
Scroll down one page ..................................... lm!l3, PAGE DOWN, or 3€\ 

Scroll to beginning of document .................................... lm!l7 or HOME 

Scroll to end of document ............................................... lm!ll or END 

Scroll up one line ................................ ~1§19, ~PAGE UP, or 3€0~\ 

Scroll up one page ......................................... lm!l9, PAGE UP, or3€.0\ 

Search incrementally for next phrase ......... 3€+1, literal phrase,+-' 

Search incrementally 
for preceding phrase ................................ 3€~+1, literal phrase, +-' 

Select all text in chapter ............................................................. 3€A 

Select entire paragraph ..................................... <1\- <~ '~ in paragraph 

Select entire word ............................................................. ~~ <~ word 

Select next letter .......................................... 3€~. 3€1m!16, or3€0~L 
Select next object, deselect current selectiont ............................. +1 

+ Exclusively applicable to drawing in the Picture panel 

3€ command +-' return lm!l keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <El delete '" mouse click 
+I tab ® fwd. delete ····~ mouse drag 
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v;::::· FuiiWrite Professional 

Keyboard Equivalents {7 of BJ 

Select next object, retain current selectiont ............................. 0+1 

Select next word .................................. 00~-+, OO~ti!ID 6, or 000~' 

Select preceding letter ................................ OOf-, 001§14, orOOO~K 

Select preceding object, deselect current selectiont ................ ~+1 

Select preceding object, retain current selectiont ................ 0~+1 

Select preceding word ......................... OO~f-, 00~1§14, orOOO~H 

Select to beginning of current 
then preceding paragraphs .................................... 00~1' or 00~1§1 8 

Select to beginning of current 
then preceding sentences ............................. 001', 00tl!ID8, orOOO~J 

Select to end of current 
then succeeding paragraphs .................................. 00~-1, or 00~1§1 2 

Select to end of current 
then succeeding sentences ........................... 00-1,, 001§12, orOOO~: 

Show/hide open note panels ...................................................... OOH 
SIDEBAR menu, display (if available) .......................................... 009 

SIZE menu, display ...................................................................... 007 

Small caps text ............................................................................ 00 E 

Square, createt ............................................... o····Jt IV/ rectangle tool 

Strikeout text ............................................................................... OOK 
STYLE menu, display ................................................................... 008 

Subscript, specify ............................................ ~ choose SuBSCRIPT 

Subscript text 1 point .............................................................. OOO-
Superscript, specify ..................................... ~ choose SuPERSCRIPT 

Superscript text 1 point .......................................................... 000= 

Tab character (in search)* .......................................................... 0+1 

Underline text ............................................................................. OOU 
Undo/redo last operation ............................................................ OOZ 
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,:::::· FuiiWrite Professional 

Keyboard Equivalents (8 of BJ 

Variable control (page numbers, etc.) ........................................ OOY 
Variable, insert into text .............................. OOY, variable name, +-' 

Wild card for a single character* ....................................... /., ( 0~1) 

Wild card for a single word* .................................................. = (~X) 

Window, bring any 
open document to front ............................... OOW, window name,+-' 

Windows control (bring to front, etc.) ........................................ OOW 

Zoom window to full screen .................................... ~\ Zoom box 

t Exclusively applicable to drawing in the Picture panel 

* Specifically for use in the FIND/REPLACE dialog box 

Accurate for FullWrite Professional, version 1.1 

00 command ...... return mill keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <8] delete ·~ mouse click 
+I tab [B) fwd. delete ····~ mouse drag 
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~ MacWrite 

Ruler 

l First-line indent ~ Single-spacing icon ., Left indent marker r=l 1 %-spacing icon 

~ Right indent marker [3 Double-spacing icon 

A Left tab marker [!I Decrease leading icon 

~ Center tab marker ~ Increase leading icon 

..&.. Right tab marker ~ Align-left icon 

.6. Character tab marker ~ Align-center icon 

~ Align-right icon 

~ Justify icon 
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-~--~ MacWrite 

Menus 

"'Plain TeNt 

•••• IIIIHC 
~ 

IDiltllltD:II 
mmBmD 
.ll.nlla.r1l.nA 
W21ll.llnliJU:li.D.i 
ppublp UndprUpp 
Supencrtpt 
Subscript 

Color 

Page ••• 
Paragreph ••• 
Tab ••• 
Character... o KD 

Copy Ruler o KC 
Rpply Ruler 0 KU 

1----·------
Scale Picture-. 

Insert Header 
Insert rooter 

~....,;C;.;U;;,;;S.;,;to;.;m;,;;•:;;•·---....;;·;.;D;., --;;;;;~;;;;;~~--;MF 
Insert Pogo Break 
Insert Column Break 

Reduced Size 
Side By Side 

Document I 
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~. MacWrite 

Keyboard Equivalents ( 1 of SJ 

Actual/reduced size, toggle ........................................................ SGR 
Apply ruler (paragraph formatting) ........................................ X.O V 

Backs lash (in search)* ................................................................... \ \ 

Bold text ...................................................................................... 3GB 
Bring next window to front .................................................... X.OW 

Character specifications .......................................................... X-(}0 

Check spelling of all text ............................................................ X= 

Check spelling of selected text ................................................... 3G K 

Column break ................................................................... ~ or AC 

Column break character (in search)* ............................... SG~ or \c 

Copy element ..................................................................... XC or F3 
Copy ruler (paragraph formatting) .......................................... X.OC 
Custom style sheet ...................................................................... SGD 
Cut element ........................................................................ SGX or F2 

Date character. abbreviated (in search)* ............................ XA or \a 

Date character. long (in search)* ........................................ XL or \ 1 

Date character, short (in search)* ....................................... X$ or \s 
Delete next letter ....................................................................... .0<!1 
Delete next word ................................................................... X.O<!l 
Delete preceding letter ................................................................. @ 

Delete preceding word .............................................................. X<!l 
Double-underline text ............................................................. SG.OL 

Find/change specified text ......................................................... X F 

Footnote character (in search)* ............................. X~F or \f (~F) 

Graphic character (in search)* ........................................... XG or \g 

Help ........................................................................................ : .... XI 
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~ MacWrite 

Keyboard Equivalents (2 of SJ 

Increase type size .................................................................... ag-(} > 
Increase type size 1 point .................................................... ag .0~> 
Insert current date ................................................................... ag-o-A 
Insert current page number ..................................................... ag-(}p 
Insert current time ................................................................... :Jg-(} T 

Insert footnote ......................................................................... ag-(} F 

Insert text or graphic file ......................................................... ag-o I 
Italic text ...................................................................................... ag I 

Line break ................................................................... -(}..,. or A .OM 

Line-break character (in search)* .................................. ag-Q-..,. or \n 

Merge break character (in search)* .................................... 3€M or \m 
Merge form letter with data file .............................................. 3€-Q-M 
Move down one line ....................................................................... J, 

Move left one letter ....................................................................... ~ 

Move left one word ................................................................... ~~ 

Move right one letter .................................................................... ~ 
Move right one word ................................................................. ~~ 

Move to beginning of current line ............................................ ag~ 

Move to beginning of current paragraph ................................... ~t 

* Specifically for use in the FIND/CHANGE dialog box 

3€ command .... return lim) keypad key 
-(} shift ~ enter - space bar 
~ option g escape Fl function key 
A control <!] delete \ mouse click 
+I tab [B) fwd. delete ····1\- mouse drag 
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~ MacWrite 

Keyboard Equivalents (3 of SJ 

Move to beginning of document ................................................. agJ, 
Move to beginning of next paragraph ........................................ ~J, 

Move to end of current line ....................................................... ag~ 

Move to end of document ........................................................... X't 
Move up one line ............................................................................ 1' 

New document, create ................................................................ agN 
Nonbreaking en space ............................................................ ag~-

Nonbreaking en space (in search)* ...................... ag~- or\§ (~6) 

Nonbreaking hyphen ............................................................... ag~-

Open existing document ............................................................. XO 
Optional hyphen ......................................................................... X-
Optional hyphen (in search)* ............................................ ag- or\-

Other type size ........................................................................ agoo 
Outline text ................................................................................. agE 

Page break ................................................................. -o~ or .A.OC 

Page-break character (in search)* ................................ ag-o~ or \ b 

Paragraph break ................................................................. +-' or AM 

Paragraph-break character (in search)* ............................ ag..,.. or \p 
Paste element ..................................................................... agv or F4 

Plain text ..................................................................................... agr 
Print document ........................................................................ , .. agp 

Quit Mac Write II ......................................................................... ago 

Reduce type size ..................................................................... ,ag-o< 
Reduce type size 1 point .................................................... ,ag-o~< 

Save as different name or location ......................................... ag-os 
Save document ............................................................................ ags 
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MacWrite 

Keyboard Equivalents (4 of 5) 

Scroll down one screen .......................................... A L or PAGE DOWN 

Scroll to beginning of document .................................... AA or HOME 

Scroll to end of document ............................................... AD or END 

Scroll to last page of document ............................... AOD or OEND 

Scroll to top of next page ................................ AOL or OPAGE DOWN 

Scroll to top of preceding page .......................... AOK or 0PAGE uP 

Scroll up one screen ................................................... AK or PAGE uP 

Select all text to beginning of document ................................ 3€0t 
Select all text in current document ............ a€ A or ~~ ~~ ~~ ~~ ~~ in text 

Select all text to end of document .......................................... 3€0.J, 

Select entire line .......................................................... \ ·~~ \ in line 
Select entire paragraph .................................. ·:~~~~~·:~ in paragraph 

Select entire word ............................................................. ~~ ~~ word 

Seiect next letter ....................................................................... 0-7 
Select next word .................................................................... 0~-7 

Select preceding letter .............................................................. 0+-

Select preceding word ........................................................... 0~+-

Select to beginning of current then preceding lines ............ 3€0+-

Select to beginning of current then preceding paragraphs ... O~t 

* Specifically for use in the FIND/CHANGE dialog box 

3€ command ..... return ISlJ keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <EI delete ~~ mouse click 
+I tab [B> fwd. delete ····'t mouse drag 
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~--: MacWrite 

Keyboard Equivalents (5 of 5) 

Select to end of current then succeeding lines ..................... ~-Q-~ 

Select to end of current then succeeding paragraphs ............ O~J, 

Shadow text ................................................................................. XM 

Show/hide invisibles ('fls, spaces) .............................................. X: 

Show/hide page guides ............................................................... XG 

Show/hide rulers ........................................................................ XH 

Spell word (suggest) .................................................................... XV 

Standard (breaking) en space .................................................... X-

Strikethru text ............................................................................. XJ 

Style sheet number[#], apply .................................................. X[#] 

Subscript text .......................................................................... X<O--

Superscript text ....................................................................... X<O-= 

Tab character (in search)* ................................................ X+l or \ t 
Time character (in search)* ................................... X~T or\ t (~T) 

Underline text ............................................................................. XU 

Undo/redo last operation .................................................. XZ or Fl 

Wild card for a single character* ....................................... XB or \ * 
Word-only underline text ....................................................... X<O-U 

* Specifically for use in the FIND/CHANGE dialog box 

X command ~ return mill keypad key 
<0- shift ~ enter space bar 
~ option B -escape Fl function key 
A control ([I delete !~ mouse click 
+I tab ® fwd. delete ····tt mouse drag 
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~ Microsoft Word 

Ruler 
j1 

.. t ~ t. I 

... First-line indent I;:. I Align-left icon ,. Left indent marker 1=1 Align-center icon 

~ Right indent marker 1~1 Align-right icon 

t Left tab marker I-I Justify icon 

t Center tab marker I= I Single-spacing icon 

.t Right tab marker 1=1 1 %-spacing icon 

t. Decimal tab marker 1=1 Double-spacing icon 

Vertical-bar tab marker 1;::::::1 Close paragraph icon 

1::::1 Open paragraph icon 

~ Scroll ruler icon 



224 • Word Processors 

~ Microsoft Word 

Menus 

Print Preulew ••• XI 
Print Merge ••• XR 
Page Setup... (}f8 
Print... XP Table ••• 

Glossary... XK 
Show 'I XY Open Mall ••• 

Send Mall ••• 

Quit XO 
Paste Link --cf4 
Update Link --en 

9lrPa:Gilll 
UID IPm.'tDII 

.... om IPa1I:Dll 
DoO IPaXXDII 
om !Pwo 
moO !PIDiblQ 

Chicago 
Courier 
Geneuo 
Heluetlca 
Monaco 
Symbol 
Times 

Short Menus 
Preferences ••. 
Commands .•. 

Open Header ••• 
Open footer ••• 

-·-·- -···-·······-····-·. --·······-
footnote... au 
Repaglnote Now Xd 

Outlining XU 
Page Ulew XB 

~------ -·- ··-·-· ---
Insert Page Break (}..,. 
Insert Graphics 
Insert Table ... 
Insert lndeH Entry 
Insert TOC Entry 

XR 

Character... XD 
Paragraph... XM 
Section... --cfl4 
Document... Xf14 
Cells ••• 
Position ••• 

Styles ••• 
Define Styles ••• ICT 

.;"Plain For Style IC(}. 

.;"PialnTeHt 
Bold 
/1111/t: 
.ll.Wlm:llnl 
lllmO!Ilm 

find ••• 
find Rgaln 
Change ••• 
Go To ... 
Go Dock 

Show Clipboard 
New Window Of5 

Spelling... Ill 
,.Document 1 

Document 2 
Hyphenate... (}f15 
lndeH ••• 
Table of Contents ••• 
Word Count ... "'':f15 

Calculate 88• 
Renumber... 88F 15 
Sort 
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~ Microsoft Word 

Keyboard Equivalents ( 1 of 9J 

Activate menu bar .......................................................... X+l or I§D • 

Add to menu ................................................... X~=.~~ item to add 

Again (repeat last operation) ...................................................... XA 
All caps text ............................................................. H-Q-K or '{}FlO 

Bold text ...................................................................... X-Q-8 or FlO 

Calculate ...................................................................................... X= 
Cancel operation ......................................................................... X • 

Caret or circumflex character (in search)* .................................... "" 

Center text ............................................................................... X'{} C 
Change font ................................... X-Q- E, font name or number, +-' 

Change specified text (search and replace) ................................ XH 
Change style ................................. X-Q-S, style name or number,+-' 

Character specifications .................................................. XD or Fl4 

Clear element ................................................................................ <!1 

Close document ........................................................................... XW 

Copy as PICT image ................................................................. X~D 

Copy element ..................................................................... XC or F3 

* Specifically for use in the FIND or CHANGE dialog box 

X command +-' return I§D keypad key 
'{} shift ~ enter - space bar 
~ option ,g escape Fl function key 
A control <!] delete \ mouse click 
+I tab ® fwd. delete ·---~ mouse drag 
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~ Microsoft Word 

Keyboard Equivalents (2 of 9) 

Copy paragraph format 
to destination .................................. X~V. or 0 F4, ·-·It phrase. +-' 

Copy to destination .................... X~C or OF3, rft. point in text ...... 

Cut element ........................................................................ XX or F2 

Define style sheets ...................................................................... XT 
Delete next letter ............................................................ X~ F or® 

Delete next word ......................................... : ........................... X~G 

Delete preceding letter ................................................................. <EJ 

Delete preceding word .......................................................... X~<EJ 

Document menu. display ...................................................... 3€+1. 5 

Document specifications (real page setup) ............................ XF14 
Dotted underline text .............................................. XO\ or~F12 

Double-space text .................................................................... XOY 

Double-underline text ............................................. XO[ or OF12 

Edit link .................................................................................... ~F2 

EDIT menu. display ................................................................ 3€+1, 2 

Enter character via ASCII code ................ X~Q. ASCII number • ...,. 
Extend selection to character .............. XOH or~-. character key 

FILE menu, display ................................................................ 3€+1, 1 

Find next format ...................................................................... X~R 

Find specified text ...................................................................... X F 

Find text again (next occurrence) ........................................... X~A 

First line indent, nudge% inch .............................................. XOF 
FoNT menu, display .............................................................. 3€+1, 4 

Footnote, reference ..................................................................... X E 
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~ Microsoft Word 

Keyboard Equivalents (3 of 9) 

FoRMAT menu, display .......................................................... 3G+I, 3 

Formula character(.\) ............................................................. 3G~\ 

Formula character (in search)* ..................................................... 11
\ 

GLOSSARY dialog, display ............................................................ 3GK 
Glossary phrase, insert into text ................ 3G<EJ, glossary name,..., 

Go back to preceding location ..................................... x~z or miD 0 

Go to specified page .................................................................... 3GG 

Hanging indent, nudge 1f2 inch ................................................ X <0-T 
Help ................................................................................. 3G/ or HELP 

Hidden text ................................................................ 3G<Q-X or~F9 

HYPHENATION dialog, display ................................................. <Q- F 15 

Increase type size .................................................................... 3G <0-> 
Italic text ...................................................................... 3G <0- I or F 11 

Justify text (full justification) .................................................. 3G<O-J 

Left-justify text ........................................................................ 3GOL 
Left margin indent, nudge% inch (nest) ................................ 3G<O-N 

Left margin indent, nudge back (unnest) ............................... 3G<Q-M 

* Specifically for use in the FIND or CHANGE dialog box 

X command +-' return ~mil keypad key 
<0- shift ~ enter - space bar 
~ option 0 escape Fl function key 
A control <EI delete '\ mouse click 
+I tab ® fwd. delete ····~\' mouse drag 
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~ Microsoft Word 

Keyboard Equivalents (4 of 9) 

Line break .................................................................................. "(}...., 

Line-break character (in search)* .................................................. "'n 

Move down one line ........................................................... J, or ll!1ll2 

Move down one screen ............................... ll!lil 3, sg~., or PAGE DOWN 

Move left one letter ............................................................ +- or lill!J4 

Move left one word ..................................................... sg+- or Xliilil4 

Move right one letter ......................................................... ~ or ll11!16 

Move right one word ................................................... sg~ or sgmm 6 

Move to beginning of current line .............................................. miD 7 

Move to beginning of current paragraph ........ ,sgt, sg!ill'll8, orOO~Y 
Move to beginning of current sentence .................................. sg~ 7 

Move to beginning of document ............................................. 00mii19 

Move to beginning of next paragraph .............. XJ,, X!ill'll2, or OO~B 
Move to bottom of window ......................................................... EN o 
Move to destination ................... X~X or .OF2, r~ point in text,...., 
Move to end of current line ........................................................ lill!ll 

Move to end of current sentence ............................................ 001l11!11 

Move to end of document ....................................................... Xmm 3 

Move to top of window ............................................... Xll!Jl!S or HOME 

Move up one line ................................................................ t or ll!Jll8 

Move up one screen ....................................... ll!1ll9, X~P. or PAGE UP 

New document, create ....................................................... OON or FS 

New window, create ................................................................ OFS 

Nonbreaking hyphen .................................................................. X-
Nonbreaking hyphen (in search)* ................................................. "-

Nonbreaking space character .................................................... X-
Nonbreaking space character (in search)* .................................... "s 
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~ Microsoft Word 

Keyboard Equivalents (5 of 9) 

Normal style sheet, change selection ..................................... 3€-'(}P 

Open any file ............................................. "(} choose OPEN or .OF6 

Open existing document ................................................... 3€0 or F6 

Open space text (12 points before 'II) ...................................... 3€.00 
Optional hyphen ......................................................................... 3€-
Optional hyphen character (in search)* ....................................... "-

Outline, collapse all topics ...................................... ~§~ - or 3€~T, -
Outline, collapse selected topic only ..................................... 3€g -
Outline, demote topic ..................................... ~ or 3€~T, L or g 6 

Outline, demote topic to body text ........................ 3€~ or 3€~T, > 
Outline, display all .................................................. eJ * or 3€~T, A 

Outline, display first line only ................................ eJ = or 3€~T, B 

Outline, display formatting ..................................... mm I or 3€~T, F 

Outline, display topics 
down to specified level ...................................... 3€~T, number key 

Outline, expand all topics ....................................... ~§~ + or 3€~T, $ 

Outline, move topic down ............................... J, or 3€~T, , or(§) 2 

Outline, move topic up .................................... t or 3€~T, 0 or miD 8 

* Specifically for use in the FIND or CHANGE dialog box 

3€ command +-' return !Ell keypad key 
"(} shift ~ enter - space bar 
~ option B escape Fl function key 
A control ® delete l~ mouse click 
+I tab IE> fwd. delete ····Jt mouse drag 
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~ Microsoft Word 

Keyboard Equivalents (6 of 9) 

Outline, promote topic .................................... ~ or 3t:~T, K or miD 4 

Outline text .............................................................. 3€: {} D or {)- F 11 

Outlining mode ........................................................... 3t:U or <Q-F13 

Page break ................................................................................ {)-~ 

Page break character (in search)* .................................................. "'d 

Page setup ................................................................................. <Q-FS 

Page view ......................................................................... 3€:8 or F13 

Paragraph break above row in table ...................................... X~-

Paragraph break character ('II) (in search)* ................................... "'p 

Paragraph break in front of cursor ......................................... X~+-' 

Paragraph break with same style sheet ..................................... 3€:+-' 
Paragraph specifications ............................................. 3t:M or <Q-F14 

Paste element ..................................................................... 3t:V or F4 

Paste link ................................................................................... ~F4 
Plain for current style sheet ......................................... 3€:0- or F9 

Plain text .................................................................... X{}Z or <Q-F9 
Print document .................................................................. 3€: P or FS 

Print preview ............................................................... 3€:1 or~F13 

Question mark character (in search)* ........................................... "'? 

Quit Microsoft Word ................................................................... XQ 

Reduce type size ...................................................................... 3C {)-< 
Remove from menu .................................. M~-, choose command 
Renumber pages ...................................................................... 3CF15 

Repaginate now ........................................................................... MJ 
Right-justify text ...................................................................... 3C<Q-R 
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~ Microsoft Word 

Keyboard Equivalents (7 of 9J 

Save as different name or location ............................................ {1f1 

Save document ................................................................... ags or F7 

Scroll down one line ................................................................. ~ 

Scroll up one line .................................................................... ag~[ 

Section break ............................................................................ ag~ 

Section specifications ............................................................ ~ F 14 

Select all text from cursor location 
to beginning of document ................................................... ag-Q-§19 
Select all text from cursor location 
to end of document .............................................................. ag"'(}!l1m3 

Select all text in document .................. ag\ in left margin or ag~M 

Select current 
then preceding paragraphs ................................... agot oragomma 
Select current 
then succeeding paragraphs ................................. ag"'(}J, orag"'(}IE!J2 
Select entire line of text ......................................... !~ in left margin 

Select entire word ............................................................. lit-lit word 

Select next letter ........................................................ o~ or Omm 6 
Select next word .................................................. ago~ oragOrnm6 

* Specifically for use in the FIND or CHANGE dialog box 

ag command ....... return mill keypad key 
0 shift ~ enter space bar 
~ option B escape Fl function key 
A control <EJ delete lit mouse click 
+I tab ~ fwd. delete ····It mouse drag 
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~ Microsoft Word 

Keyboard Equivalents (8 of 9) 

Select preceding letter ............................................... 0~ or Oe~ 4 

Select preceding word ......................................... aco~ or3COe~4 

Shadow text ............................................................. 3€0W or~Fll 
Show/hide Cfi markers and spaces ............................................... 3€Y 
Show/hide rulers ........................................................................ ~R 

Small caps text ......................................................... 3€0H or~FlO 
Sort in descending order ......................................... 0, choose Sort 

Spelling, check ................................................................ 3C L or F15 
Split window in half ..................................... 3€~S or 1i\- ;i\- split bar 

Split window to display footnote ......... 3€0~5 or 0 ----1\' split bar 

Strikethru text ......................................................................... ~ 0 I 
Subscript text .......................................................................... 3C 0-

Superscript text ....................................................................... 3€0= 
Symbol font, change selection ................................................ 3€00 

Tab character (in search)* ............................................................. "'t 
Tab character inside cell ........................................................... ~+I 

Table, move one cell down .......................................... J, or 3€~el 2 

Table, move one cell left ..................................................... 3€~e~4 

Table, move one cell right ................................................... 3C~!l1ID 6 
Table, move one cell up ............................................... tor 3C~mm8 
Table, move to next cell .................................... ~ or 3€~mm 3 or +1 
Table, move to preceding cell ......................... ~. 0+1, or3C~mm9 
Table, select entire column ....................................................... •;~~(i\-

Table, select entire row .............................................................. ·:i\- !i\-
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~ Microsoft Word 

Keyboard Equivalents (9 of 9) 

Table, select entire table ......................................................... ~\ \ 

Underline text ............................................................. 3€<0-U or F12 
Undo/redo last operation .................................................. 3€Z or Fl 
Update link ............................................................................... ~F3 

UTIUTIES menu, display ........................................................ 3€+1, 6 

White space (non word) character* ............................................... 11.w 

Wild card for a single character* .................................................... ? 
WINDOWS menu, display ....................................................... 3€+1, 7 

Word count ............................................................................. ~F15 

Word-only underline text ........................................ ag-o-] or3€F12 

* Specifically for use in the FIND or CHANGE dialog box 
Accurate for Microsoft Word, version 4.0 

ag command +-' return mm keypad key 
{)- shift ~ enter - space bar 
~ option g escape Fl function key 
A control <E1 delete '" mouse click 
+I tab !!> fwd. delete ····~\" mouse drag 



234 • Word Processors 

~ Microsoft Word 

Ten Hottest Tips 

<> Searching for unusual characters. The CHANGE com­
mand under the EDIT menu can be used to locate and 
replace nonstandard characters. For example, you may 
eliminate double spaces in a document by searching 
for two spaces and replacing them with one. To search 
for a carriage return, enter Ap in the "Find" option. To 
locate a tab, enter At. To find a circumflex or caret (A), 
enter AA. Other search strings are included in the 
Microsoft Word Quick Reference. 

<> Document setup. Both Word 3.0 and Word 4.0 provide 
special DocuMENT SETUP dialog boxes that you access 
by clicking the DocuMENT button in the otherwise 
useless PAGE SETUP dialog. To display this dialog in 
version 3.0, pr~ss SHIFT and choose the PAGE SETUP 
command from the FILE menu. To access this dialog 
directly in version 4.0, choose the DocuMENT command 
from the FoRMAT menu or press coMMANo-F14. 

<> Splitting the window in half. Like most Microsoft 
products, Word allows you to split the window into 
two separately scrolling parts by dragging at the black 
split bar at the top of the vertical scroll bar. If you want 
to quickly split the window in half, simply press 
coMMAND-OPTION-S or double-click on the split bar. 

<> Going back to where you left off. The Go BACK com­
mand under the UTILITIES menu can be extremely use­
ful in long documents, eliminating much tedious scroll­
ing back and forth. For example, choosing Go BAcK 
will return your cursor to the last place you were 
working after copying some text in another portion of 
the document. Also, if you press coMMAND-OPTION-Z (the 
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keyboard equivalent for the command) immediately 
upon opening a Word file, you will be sent to the exact 
spot where you left off last session. 

<> Trashing temp files. Microsoft Word has a habit of 
cluttering System folders with Word Temp files. They 
only take up 1K apiece, but it's easy to accumulate 
them over time. An init called Temperament by John 
Rotenstein, available on most bulletin-board systems, 
automatically gets rid of all these files every time you 
restart your computer. 

<> Putting Word Finder where it belongs. The version of 
Word Finder included with Microsoft Word versions 
3.0 and 4.0 cannot be opened in any other application, 
so there's no sense in cluttering up your APPLE menu in 
other programs. We recommend installing the Word 
Finder DA into Word instead of your System. To ac­
complish this, option-click on the OPEN button in the 
Font/DA Mover; this allows you to open applications 
and other files. Then select Microsoft Word and copy 
Word Finder as you would any other DA. 

<> Multiple menu configurations. Normally, when you 
use the CoMMAND command to add or subtract com­
mands or to change keyboard equivalents, all changes 
are saved to a file called Word Settings (4) in your 
System folder. You may, however, save a changed set 
of commands under a different file name if you choose. 
Although Word automatically uses the Word Settings 
(4) configuration when launching, you can open a dif­
ferent set of commands at any time. 

• Summing up. Not only does Word allow you to create 
charts, but you may also perform some calculations. 
For example, if you have a table full of figures, you can 
find their sum by selecting the column and pressing 
COMMAND-=. Word adds up all numbers it finds and 
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displays the sum in the page-number box at the bot­
tom of the window. The sum is also sent to the Clip­
board so you can paste it in your document. You may 
also add numbers included in a selected paragraph. If 
you only want to add numbers in one column or selec­
tive numbers in a paragraph, you may option-drag to 
marquee an area of text and then press coMMAND-=. 

• Mathematical expressions. Word's formula generator 
allows you to express fractions quickly and easily, with­
out having to perform a lot of tedious superscripting 
and kerning. To activate Word's formula-formatting 
abilities, you simply press COMMAND-OPTION-BACKSLASH 

(\),which creates the .\ character. Then type a one­
letter command followed by an argument. For example, 
to create the fraction 

1 
4 

you simply type .\F(1,4) where F is the command let­
ter for fraction. To create the radical expression 

type .\R(a2+b2
) where the 2s are manually superscripted. 

Now here's the best one as well as the most compli­
cated. To create a bracketed series such as 

Alice} 
T~:8y quarterfinals team 

Mike 

type ".\B.\RC.\ H.\A.\AC(Alice,Meg,Teddy ,Mike)) 
quarterfinals team" where B is the bracket command, 
RC aligns the bracket on the right side of the argument, 
and } represents the kind of bracket to be used. In 
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parentheses, the A tells Word that the following is an 
array of text to be set in a column, and AC centers the 
column. 

(Expressions will only be displayed correctly on screen 
when the HIDE en command is chosen. Also, the Sym­
bol screen font must be available in your System for 
the square-root expression to be printed accurately.) 

• Updating worksheets and graphics. If you use Multi­
Finder, Word's QuickSwitch feature allows you to 
update graphics and worksheets pasted in from other 
applications. For example, if you copy a worksheet 
from Excel and choose the PASTE LINK command in 
Word, a link is created between the Word and Excel 
documents. If you later make changes to the work­
sheet in Excel, you may update the table in your Word 
file by selecting the table and choosing the UPDATE LINK 
command from the EDIT menu. If you want to edit 
the worksheet while in Word, press the SHIFT key to 
change UPDATE LINK to EDIT LINK and choose the 
command. This will automatically transfer you to the 
Excel document. 
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~ WriteNow 

Ruler 

1'0, I·~~~~ 13~~·~4~! I :s, ~~:·I I 17* 'I !mi-116 lr&iw 

• First-line indent ~ Align-left icon 

... Left indent marker [Iii Align-center icon 

... Right indent marker ~ Align-right icon 

• Left tab marker ~ Justify icon 

• Center tab marker ~ Reduce leading icon 

~ Right tab marker ~ Increase leading icon 

I Decimal tab marker 
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~ WriteNow 

Menus 

Close •w 
soue aes 
Soue As ••• 
Aeuert to Saued 
Aeuert to Backup 

Preferences ... 
Page Setup... o•P 
Print... •P 

Cut 
Copy 
Peste 
Clear 

Copy Ruler 
Peste Ruler 

Style Window 

MZ Show Markers MY 
Sllow Space M-

MH Hide Pictures 
aec 
aeu .noge Ulew MD 

., 
M2 

Heoder/Footer Ulew XJ 
Footnote Ulew MK 

Go to Selection o•G 
Go to Pa e... •G 

Merge... •M 
Oult •o 

Copy Font/Size/Style M3 
Peste Font/Size/Style M4 

Find/Replace... MF 
Clletk Spelling... XE 
Count ... 
Change Case... oxw 

·-
Indent Left to Job Ml 
Indent Right to Job Ml 

Insert New Header oMH 
Insert New Footer oMF 
Insert New Footnote oMN 

Insert Page# 
Insert lime .. . 
Insert Date .. . 

Insert Page Breolc <>MB 
Keep on Same Poge oMK 
Rllow to Cross Pa e oMA 

VJ !Pal'lll1l 
om IPaOJlil 
01~ 
0~ ll'aQnil 
om IPID.tiltl 
~ ll'aQnil 
36 Point 
48 Point 
60 Point 
72 Point 

Other ... •o 

Smoller •9 
Larger •o 

""''Point 

Bold 
11111/t: 
llnW:llili 
llkllllrlmll 
mm:IJmD 
Condense 
EM tend 

Superscript MH ....Oocument t 
Subscript ML Document 2 

·-
•n 
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~ WriteNow 

Keyboard Equivalents f 1 of 4) 

Allow selected paragraph to cross page ................................. 00-Q-A 

Bold text ...................................................................................... 008 

Cancel operation ............................................................... 00 • or 0 

Caret or circumflex character (in search)* ................................... "" 

Center text ............................................................................... 00-D-C 
Change case of type (lowercase/uppercase) ........................... 00-Q-W 
Check spelling/next word ........................................................... OOE 
Clear element ................................................................................ <!1 

Close all open documents ......................................... "~~{f\- Close box 

Close document ........................................................................... OOW 
Compact document (rewrite) .................................. ~ choose SAVE 

Copy element .............................................................................. OOC 
Copy font, size, and style (text formatting) ................................ 003 
Copy ruler (paragraph formatting) ............................................. 001 
Cut element ................................................................................. OOX 

Find/replace specified text or find next occurrence ................. 00 F 
Fixed/flexible leading, toggle ................................................. 00.0 X 

Globally change identically 
formatted paragraphs ................................ 0 change ruler settings 

Globally change identically 
formatted text .................... {} choose font, style, or size command 

Go to selection (display cursor location) ............................... at:.OG 
Go to specified page .................................................................... OOG 

Increase leading ....................................................................... at:.O I 
Increase type size 1 point ........................................................... 000 
Indents, move left one tab stop .................................................. 00 [ 
Indents, move right one tab stop ................................................ 00] 



Word Processors • 241 

~ WriteNow 

Keyboard Equivalents (2 of 4) 

Insert new footer ..................................................................... ::Jg 0 F 

Insert new footnote ................................................................. ::Jg 0 N 

Insert new header .................................................................... ::Jg 0 H 

Italic text ...................................................................................... ::Jg I 

Justify text (full justification) ................................................. ::JgOJ 

Keep selected paragraph on same page .................................. ::JgOK 

Left-justify text ........................................................................ ::JgOL 

Maintain relative paragraph indentation 
while reformatting ..................................... ag change ruler settings 

Merge form letter with data file .................................................. ::tgM 

Move down one line ....................................................................... J. 

Move left one letter ....................................................................... ~ 

Move left one word ................................................................... ~~ 

Move right one letter .................................................................... ~ 

Move right one word ................................................................. ~~ 

Move to beginning of current line ............................................ ::Jg~ 
Move to bottom of window ........................................................ ::JgJ. 

Move to end of current line ....................................................... ::Jg~ 

* Specifically for use in the FIND/REPLACE dialog box 

ag command +-' return QiJ keypad key 
0 shift ~ enter - space bar 
~ option B escape Fl function key 
A control <EI delete \ mouse click 
+I tab IY fwd. delete ····It mouse drag 
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~ WriteNow 

Keyboard Equivalents (3 of 4) 

Move to top of window ............................................................... Xt 
Move up one line ............................................................................ t 

New document, create ................................................................ XN 
New document, override stationery ........................ ~ choose NEw 

Open existing document ............................................................. XO 
Optional hyphen ......................................................................... M-
Other type size ............................................................................ XS 

Page break ................................................................................ X .0 B 

Page setup ................................................................................ SC.OP 
Paste element .............................................................................. XV 

Paste font, size, and style (text formatting) ................................ X4 · 

Paste ruler (paragraph formatting) ............................................. X2 

Plain text ..................................................................................... SCT 
Print document ........................................................................... 3C P 

Question mark character (in search)* ........................................... "? 

Quit WriteNow ............................................................................ XO 

Reduce leading ........................................................................ X.o0-0 

Reduce type size 1 point ............................................................. 3C9 

Return character (Cfl) (in search)* ...................................... ~ ..... or" r 
Right-justify text ...................................................................... SCOR 

Save document ............................................................................ XS 

Scale picture back to original size ............................... .0\ picture 
Scale picture freely ............................................. \.\, ~·-·~t- corner 

Scale picture proportionally .................................. \\, ·-·It- corner 

Select all text in document ......................................................... SCA 
Select entire word ............................................................. rit- 1lt word 
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~ WriteNow 

Keyboard Equivalents (4 of 4J 
Select next letter ....................................................................... .0~ 

Select next word .................................................................... .0~~ 

Select preceding letter .............................................................. -o~ 

Select preceding word ........................................................... .0~~ 

Send current window to back .................................................... X= 
Show/hide lfi markers .................................................................. 3CY 

Show/hide rulers ........................................................................ S:CR 
Show/hide spaces ...................................................................... S:C-
Subscript text 1 point ................................................................. 3C L 

Superscript text 1 point .............................................................. XH 

Tab character (in search)* ................................................ ~+1 or 1\ t 

Underline text ............................................................................. S:CU 
Undo/redo last operation ............................................................ XZ 

View footnotes ............................................................................ S:CK 
View headers/footers .................................................................. 3CJ 

View page .................................................................................... 3C 0 

Wild card for a single character* .................................................... ? 

* Specifically for use in the FIND/REPLACE dialog box 
Accurate for WriteNow, version 2.2 

X command +-' return miD keypad key 
.0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <EI delete \ mouse click 
+I tab 19 fwd. delete ····lit mouse drag 
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SYBEX Computer Books 
are different. 

Here is why. 
At SYBEX, each book is designed with you in mind. Every manuscript is 
carefully selected and supervised by our editors, who are themselves 
computer experts. We publish the best authors, whose technical expertise 
is matched by an ability to write clearly and to communicate effectively. 
Programs are thoroughly tested for accuracy by our technical staff. Our 
computerized production department goes to great lengths to make 
sure that each book is well-designed. 

In the pursuit of timeliness, SYBEX has achieved many publishing firsts. 
SYBEX was among the first to integrate personal computers used by 
authors and staff into the publishing process. SYBEX was the first to 
publish books on the CP/M operating system, microprocessor interfacing 
techniques, word processing, and many more topics. 

Expertise in computers and dedication to the highest quality product 
have made SYBEX a world leader in computer book publishing. Trans­
lated into fourteen languages, SYBEX books have helped millions of 
people around the world to get the most from their computers. We hope 
we have helped you, too. 

For a complete catalog of our publications: 
SYBEX, Inc. 2021 Challenger Drive, #1 00, Alameda, CA 94501 
Tel: (415) 523-8233/(800) 227-2346 Telex: 336311 
Fax: (415) 523-2373 



ENCYCLOPEDIA 
MACINTOSH SOFTWARE 
INSTANT 
REFERENCE 
Here's the popular quick-reference guide to 
Macintosh applications- from our hot se ll ing 
Encyclopedia Macintosh - now in a handy, 
compact vol ume designed for frequent daily usc. 

Turn here for tips and reminders on every top­
rated Macintosh program- 24 applications in 
all - for Drawing, Painting, Page Layout, File 
Management , HyperCard I HyperText , 
Spreadsheets, and Word Processing. For each 
program. you· II find: 

• detai led menu maps 
• complete keyboard equivalents. 

alphabetized by function 
• the top ten tips for making the most or 

your software 

About the Authm·s: 
Craig DanuloiT and Deke McClell and have co­
authored many books on computing, including 
SYBc:x·s bestse ll ing Encycloped ia Macintosh: 

" Encyclopedia Macintosh is the best 
Macintosh resource book since The 
Macintosh Bible, reviewing a full range of 
topics and providing helpfu l tips . . . Over 750 
pages of solid resource materi al.·· 

-Bay Area Computer Currents 


