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& HyperCard

Keyboard Equivalents (1 of 6)

Actual size/fat bits, toggle®..... x x pencil icon or 8% */ pencil tool
Advance cursor to next field*. ..., i

Back, retrace through cards

viewed SO far........ccvvverivvvnninninnineinnne ~ or@& or=~s! or B~
Background/card, toggle ........ccoviiiinininiiniinniiinns 36B
Black pattern, selecti.........ccccveviniiinninninninnnen. B
Bring closer (forward) .........ccvneriiininienneens 3=
Browse t0O0], SEBIECE ..cccveiiriiveiiiriiisrecieisrnesieesnessssessrecssessaesssnesns B!
Brush shape, selectt. ........cocevvrererrcnesisiecscrcenes &'k paintbrush icon
Button locations, show temporarily*........ccccovvivninniinnencnnee. AN
BUtton t00], SEIECE.......cveivvvieriiisrernrenrenieeeeessesssesssressssssnssns Bpip
Cancel current operation ..., 8.
Card pictures, show temporarily (hide background)i................ =D
Change number of sides .

in equilateral polygon®.........cccevuirninnns 'k regular polygon icon
Change to next typeface ..., 8O
Change to previous typeface ........ccuiininiiniinniinininiiniiiin, BOL
Circle, create®.......ocovvereiecnininnnenninsnnnnenennen, "R Y oval tool

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

¥ command « return keypad key
{ shift ov enter = space bar

=S option £ escape F1 function key
A control @ delete ®  mouse click
1 tab ® fwd. delete ““X mouse drag




& HyperCard

Keyboard Equivalents (2 of 6)

Clear object ........covveririrvinnne vt sar b e ane 3]
Clone selected button .........ccceevvveivveecneeiennenes <SR “/button tool
Clone selected field .........cocoovnerncinininicsnnivinnnans ="k ¥/ field tool
Clone selected picture®.........ccocorrcriivrennicieniecannaes Sk picture
Compact Stack, show command........eceeeecereeeecnnens 8% FiLE menu
COPY ODJECE 1ovevererereericniisiiistsistsisisisi st secessesenes 368C
CUt ODJECL ..veviniirccrirnesritnistieins s st ssssssssssasns 38X
Darken selection®. ...t seeseesesesesnes D
DELETE STACK, show command .......c.cvmrnvvcrceenennns 38’k FiLE menu
Draw filled shape. ........ 'k shape tool icon (except reg. polygon)
Draw from center/corner, toggle®. .......ccvninnncrniinnencnniacnnne c
Draw multiple shapes, toggle..........cccornuninnrnrivnninienienens M
Draw with selected picture®..........ccoevieiniiiinininnns 38=S""K picture
Edit button script ........ <% button tool or 3= "/ browse tool
Edit current background script .........ccovviviieerinininiecincinenn 36~sB
Edit current card SCTIPt ...cocovrniiciimieesisisienessesesescssens 38=~sC
Edit field script ......... O'h'k v/ field tool or 84<sk */browse tool
Edit Pattern®. ....c.covevverrseeserereescssemsenssessrssesesesssnees %% pattern icon
Edit stack SCIipt ....cocvvieiniinniieniieniieniinesnenesseeseanne 38=sS
Erase entire card®. .........cceceevervviiniiineccrcnenncnncennnnene k% eraser icon
Erase opaque (hide background)t...................... 387"% Yeraser tool
Erase with paintbrush or spraypaint tool*.................... #Ex Wtool
Field and button locations, show temporarily®..................... B~
Field tool, Select ........oomvminrniinniniiineneniiinenenenecseenenes Edinhispl
Fill seleCtion®. ..ottt F
Find specified field text ......cccovrnririnnnnninnninninenenine, 38F

First card in stack, g0 t0 ...ccccvviririinnnissinisinnsicecieiniine 81 or$Be



& HyperCard

Keyboard Equivalents (3 of 6)

Flip selection horizontally®. .........cccoceveviiininincnvnnnicnccccnereeas H
Flip selection vertically®..........cccoeneniminniniiiiiccccecencane v
Forward through retraced cards .........cccecevevenervccernneneescniennnne st

Grab multiple words of field text

while in message box ...t 87n field text
Grab pattern off page

(gridded).......cccvreerenmrmnnnencianes k while Parrean dialog displayed
Grab single word of field text

while in message boX .....c.eceneiniinecnninincnsnanens 38’k field text
Grid, activate/deactivate®............cocrnmncsiniinnennnsnnnnenesssesonens G
Help stack, B0 10 ..ot 88/
Home, close current stack.....covceiicninininennnnnccesnnens 38H
Increase leading ................ 38=8> or B> in version 1.2 or later
INCTEASE LYPE SIZE vuvveercereecireccririintree et ene e esesesens 8>
Invert selection®. .........coccoiniiinc s I
Keep (save) picture on current card...........cooverevverernsisrenerrecenes RBK
Lasso entire enclosed shape®. .......ccoevviiniireennnnen. #x v lasso tool

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

38 command  « return keypad key
© shift o~ enter = Space bar

=S option £ escape F1 function key
A control @ delete % mouse click
! tab ® fwd. delete "R mouse drag




& HyperCard

Keyboard Equivalents (4 of 6)

Last card in stack, advance to .......ccvenicereecvnnnninnenn 384 or¥—-
Lighten selection®.......c.oovrievniiiiieiniiinc . L
Line weight, select®.........c.ccnnenniiecrnerennnninensecnaes 1,2,3,4,6,8
Lines at 15° angles, create®.......... "% % line tool or polygon tool
Mark current card for quick return
(may mark multiple cards) .....ccccovevnirinnnnnnnnncnnee 8l
Menu bar, Show/hide ..o, -
Message box, display ...t 38M
Move selected picture in 45° direction®.........ccocccrurrereerervennnne L
New button, Create ..........eecerceveeerreverivivunreerennes 387 x *button tool
INEW Card, CIEALE ......evvrvreriisisresissinernsierensessassessasessesessssensrssssnens 38N
NeW field, CrEALe ..........rvomeereeereseeeeereeeeeeeeeereeses 387n ¥/ field tool
Next card in stack, advance to..........cviirveciircnnnnns #3ors—>
Opaque areas, show temporarily as black®...........cceverveirrienvenne s0
Opaque selection®. ..., 0
Open existing stack ............. 380 or & appropriate button in Home
Paste miniature of copied card ........ccoeveveevevviverneecrerirenns BOV
Paste 0DJECE ..ot a8V
Pattern palette, display at cursor position®........cccoceecenveicvenenne, b d
Patterned lines, Create®.......c.vvviverivnniisriserecennnens ="k "/line tool
Perpendicular lines, create®.................... {""N %any painting tool
or eraser tool
Pickup pattern behind selection®..........ccccecevrvinrrerenerniernnseenenenns P
Previous card in stack, g0 t0 .......cuvvenerrrecerenenenncrnnenins 382 or=g¢
Print €ard ... eeesessressessssssesssenes 6P



& HyperCard

Keyboard Equivalents (5 of 6)

Quick return to marked card

(return to most recently marked card first) ........c.cereccrvercarennes 8T
Quit from application launched

by HyperCard back to Finder ........c.covuueeieeerrersesrinnrecesennenas 380
Quit from application launched

by HyperCard back to HyperCard ........ccccovuvinininieccsisiisisenene 380
Quit HyperCard ... 380Q
Recent (display thumbnails of last 42 cards) ..........ccoceevveverernenes 38R
Reduce leading...........c...... #8~s< or BQ~s« in version 1.2 or later
RedUCe type SIZe ...t 3#8<
Revert to last picture saved with KEep command®......................... R
Rotate selection left (90° counterclockwise)s........cocvevvererineersonens C
Rotate selection right (90° clockwise)®...........ccocvvinniiiisisnsisisinnne ]
Scale button®........eveniirerninneniienn, R corner "/ button tool
Scale field*.........ccoorvrmmicninininninnsnnnnes & corner "/ field tool
Scale proportionally®............cccvvvirevennanns 88"\ marquee corner
Scale selected picture®.........ccoevveinirmreninnns 38R marquee corner
Select all Images®........ccocvviininiiinniniiisinen. 3AorA

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

3 command  « return keypad key
¢ shift v enter - Space bar

=S option & escape F1 function key
A control & delete ® mouse click
<1 tab © fwd. delete ““% mouse drag




& HyperCard

Keyboard Equivalents (6 of é)

Select all pictures on card®.............c...... &% lasso or marquee icon
Select most recent image drawn®............ccccereceerenecerresnranns 3#SorS
Send farther (behind)......cccvvvveeervreniiiiirreccreeessesessseeessssssssaessns 8-
Shapes with patterned outlines, create.......<S""k "/any shape tool
Shrink marquee to picture®. .........coeeevvviircrnnninnncns 387k Y marquee
Square, Create ........c.ovvivenivisisisresssseessessnns Ok Y rectangle tool
Tear off menuS.........ccevreivninririnnns "N TooLs or PATTERNS menu
Toolbox, display at cursor position ..., S
Trace edges of selection®............ocvniiiccnniinniiiienneens E
Transparent selection®. ... T
Type style specifications ............cvvivceeeennnninnisnensisncsssiisinns 8T
Undo/redo last operation ............ceceeeninininisiscnenes 8Zor~*or@e*
White pattern, select®..........ccovniiiicniiiinicssssnns W

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

38 command « return keypad key
< shift »< enter — space bar

=S option £ escape F1 function key
A control @& delete ® mouse click
! tab ® fwd. delete R mouse drag




& 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 suiFT-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 opPTION-TAB. If you want to select the browse
tool (the one with the pointing finger), press coMmmanD-
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 comMmanD 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 commanDp 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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comMMAND-OPTION-C brings up the script for the current
card, coMMAND-OPTION-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 sHIFT-0PTION-[ 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 MasterjJuggler 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 a row.

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 Il 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 Carp from the EpiT menu.
Notice that when you display the Epir menu now, the
Paste command reads Paste Carp. If you press the sHIFT
key and display the Epit menu, the same command
reads Paste PicTURE. By choosing this command, you
paste a tiny bit-map thumbnail, Y42 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 Epitr 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 Ger INFO
from the FiLE menu for a selected icon.

tcon I1D: 0 (none)

oS ll&EE
@%@
B o o @ ¢ o
d @ o I ¢ O
A @ o I ¢ O

(_None ] [ ok ]} (cancer }

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.



[l Spinnaker Plus

Browse & Button Icon Bars

Browse s;[h Browse
Get info i Get info
Show foreground Show foreground
Show background Show background
Paint tool palette @ Button icon indicator
Button : Transparent button
Text field - Opaque button
Word processing field Rectangular button
Database field wj Shadow button
Draw object _) Round corner button
Paint object ]| Check box button

@ | Radio button

NJ| Show/hide name

INl| Auto highlight

| Geticon

2: Link to

Foreground color

Background color
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Field & Draw Object Icon Bars

Browse Browse

Get info

uoﬁ?

—.&'

Get info

Show foreground Show foreground

]

Show background Show background

Field icon indicator Draw object icon indicator

Transparent field Rectangle

Opaque field Round corner
Rectangular field Oval
Shadow field Diagonal line up

Scrolling field
Lock/unlock text
Show/hide lines
Wide margins Show/hide name
Link to Auto-highlight

+s| Linkto

Diagonal line down

Horizontal line

Vertical line

z[—[ I | I\[o]D]Im®|E

3 i om0 e ] R

ey

Pattern
Name/outline color
Foreground color

Background color
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Paint Object Icon Bar

Browse

Get info

Show foreground

Show background

Paint object icon indicator
Hand

Marquee

B E~c-

-
I
L—d

Lasso
Pencil
Brush

Eraser

Line

Spraypaint
Paint can
Type
Rectangle

Round corner
Oval

Freehand
Regular polygon

Polygon

KNOGIo[0] OS]/ R =D

Pattern

Foreground color

Background color



Il spinnaker Plus

Menus
w“mgallnn Cbject Vest Ffont Grephic )
New...
Gpen... %20
Undo %2 Back
Close R Home %®H
Save t 3] Cut RH Help x?
Copy ®C Recent %R
Compact Stack Paste ®Y
Protect Stack... Clsor First 1]
Save o Capy... Previsus %82
Setect &1l %A Nent %£3
tmport... Lost %4
Copy Card
Page Setup.., Paste Card Hide Tootbow %7
Print Cord %P L
Print... Background %8 Lerge Ulew ML
Reset Toolbon  8M,
Quit %0
Find... NF
New > Cerd %N
Belete » Cord Background
Info » <4 ofCard Bsckground stack
Script » of Background || Stsck
of Stack Butten
Bring Closer %+ Button fiola
send forther - ||| of Button Fleld WPFletd
of Fleld WPFietd OBFleld
of Card of WPFietd OBFleld Drewobjsct
of Background | [ o¢ ppFistd Orawdbject || paintobject
of steck of Srowobject || Patntobject
of Button of PaintObject
of Fleld
of WPFietd
of UBFleld
of Crewgbhject
of PaintCbject
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Menus

Text

v Plain Rightjustified Chicago
Bold Centered Courler
1talle vieftjustified Geneva
Underline Rligned Helvetica
Maonaco
Symbol
x Times
14 Polt
Entend 18 Point
sustiteation  » [|| 23 7ol
Size >
) 48 Point
72 Paint
Lolor... other Sizes...
Sceting > v100 % %0
Setting > Linesi 200 %
FillEffects b Brushsh 400 %
Palette » Livstendard 1 Palygonsthape... 80D % %8
Rotate » Rainb “No Effect 1600 %
e fled Top o Battom
Fiil Green Bottom to Tep
tnvert Blue Left to Right
Contour Redreea || gione totert
Colarize RedBlue sunburst
Cpaque GreenBlue
Trensparent 8right Fitp Uertical
. Light Fitp Horizonta)
Drew Centered |||_Faint Rotate Left
Braw Filled Rotate Right
6rid fotate 180°
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Keyboard Equivalents (1 of 5)

Actual view size (100%)*. et st sanee 380
or=~s’k pencil icon
Advance cursor to next field ....cceeeceeirnininieenee. |

Back (retrace through cards

viewed S0 far) .......cccvivieenicninnn e B or<S{ or ¥~
Background/card, toggle .......c.ccocureninininiininiiniienneees 88
Bring closer (forward) .........cvecivmiiinmininenniceeeneeneneneens 8=
Browse icomn, SeleCt .....ivcuveerveisiosimneneninnneeeennnesesessesessenaenes 38
Brush shape, select? . ........ccccoveeececnmrenencrnurerene % paintbrush icon
Button iCon, SElECt ......cccciiririererrerieneninneressssennieesessesnenens Bl
Button locations, show temporarily ..........ccceeremnmeeinirciiececnnnns E
Cancel current 0peration ... 3.
Change number of sides

in equilateral polygon® ........ccoviviniiuinnnes ®% regular polygon icon
Change to next tyPeface ......oovereeerurvsesrsnneererenesesesesssssaesescaes BOD
Change to previous typeface .........cevivennrsinncieeisieerscnensns BO<
Circle, Create?® .......coeverrerernisiisisnsiseccneeneereneseosine 4"k oval icon
Clear ODJECL .....covvviiiriiriinc e &
Clone selected button..........coovvnivriiieninenncns =Sk */button icon
Clone selected field ........cccovviivininnveneineinnnennnnae SR ¥ field icon
Clone selected picture® .........ccoconinniniesniniienennennnna Sk picture
Close Stack OF SCRIPL c.c.coervererenierircnreie et 36W
Colorize black and gray images®.........cccovueuuee. SR “eraser icon
COPY ODJECL v.cvvitrcctiriiiiieriinii et 38C

CUL ODJECL weuvrereeireeniveeeereierostennenesoseesesuesesseneseesaresssssotassssesnsnnsnnns ¥*X
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Keyboard Equivalents (2 of 5)

Draw filled shape®.........ccocvvrnivenrincvsinrnincerenans 'k shape icon
(except regular polygon)

Edit bUtton SCTipt .......ovevevevesssnssisersssseseencesisenaes 38=sh'k in button
Edit current background SCIipt ......ccvueienrernivesiiienmninneresreninn, 38~sB
or 80~k in card

Edit current card SCTiPt .......occcvininnninminisiiinenieriesssseenes 36~sC
Edit field SCIiPt ...oveerreerseniceseecsisesssesrnnnens or B4Sk'k in field
Edit script of selected object ..........ccccernniircrennenes ©% get info icon
Edit stack sCript ... 8844 SS
or 88~s'h'k in card

Eight times actual view size (800%)%.........cccccvverecirnrcrnineranerenen 38
Erase entire layer®...........c.ccoenvivnsnninniiincnisenneen &'k eraser icon
Erase opaque (hide background)*...................... 387k Weraser icon

or 38K Wicon

Erase with paintbrush
OF SPraypaint icon® ... SR Yicon

Field and button locations,
show temporarily ..........ccovvenirenininn e 2R

Field icomn, SEIECE ......evvveeereveerrirerrrneeeerssnneressrsrernreneesssennses Sopinpishl

* Specifically for use when a paint object icon is selected

38 command « return keypad key
{ shift o~ enter = Space bar

S option & escape F1 function key
A control @ delete ® mouse click
P! tab © fwd. delete % mouse drag
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Keyboard Equivalents (3 of 5)

Find specified field teXt........c.covvnivrverinnresrcnnicenensesnsnsesennne 38F
First card in stack, 80 0 ....ccoceeeeerricucuccccnenencnesersarnenenens 381 or e
Format sCript......cccoeeiinininininnn e >l
Format script and close Window .........ccccoevvivnicicennnninennennnnnns "~
Forward through retraced cards ..........cccceeemecmiicenccenccrcncscnnnns st
Help Stack, B0 10 ettt oo sassesesssnns 38/
Home, close current stack .......ccevuinieveiiineinininncescnnnnnnsenincnene 38H
Increase type size in field ......c.cevonireciinnniininnc e 8>
Large full-screen/normal view, toggle........ccccovuvviininnninnnnnnnee 8L
Last card in stack, advance to ..........ccoeevvvvvnnercneccnennnns 384 or 38—
Line weight, Select! ........cuceecnieinnieicreesienssesecenenens &'k line icon
Lines at 15° angles, create®..........ccoeevveuiciniruenen, "% Wline icon

or polygon icon

Magnify VIew SIZ€%........covuvereereerecsirerneesererncrseesennnns ®% pencil icon
Menu bar, show/hide ..., 3B
Move selected picture in 45° direction®.............cccercrvnniricnne 4R
Move to beginning of current line of script .........ccecccevverevennes 3B
Move to beginning of SCTipt ....ccccvvveriiiviririiiicccciinan, 38T
Move to end of current line of sCript .......cccceevvivnirincncceninnnens ¥
Move to end of SCHPL ..o Bl
New button, Create........cocouesivvereniisneensisesesennes %’k button icon
NEW Card, CrEALE ........vviiriirirrisririsiteeereeseecesstetnesnessesessessssssnnnens 38N
New field, CTEate ...ceeirerererecnsrsrersennensnsesesesssersarenss %'k field icon

Next card in stack, advance to ......ccccvvvvvenrveeennrerninnee #83 ors—>



Spinnaker Plus

Keyboard Equivalents (4 of 5)

Open existing StaCK ......uvveerriiiiiiiiiinssnie s ssseenersesseesesnans 0
or % appropriate button in Home

Paste ODJECE ....ccveevriirintiiinmenesinecinssinesssesisesesansnsnsnssssarensssens a8V
Patterned lines, create’. ........ccovivivinnsinescsesunnss ~S""k % line tool
Perpendicular lines, Create®. ........ccovvcemnirisnnnnisencrcrisnniones Lt
¥/ any painting icon or eraser

Previous card in stack, 80 10 .....ccceemveveeiieninnicsiineninns 382 ors¢
Print CArd ....cccceviiirinritininisisennieissisnssesiessssisssssssesssessssesssnes 38P
Quit Spinnaker PIUS .......cccccvvireriiiiiiiiisiniisiecseenensiessessnssens 380
Recent (display thumbnails of last 42 cards) ........c..ecevverrnvennnne ¥R
Reduce type size in field ... 38<
Reset icon bar to normal 10Cation ..........ccevivininninniiinicenennnnnns 38M
Save Stack OF SCIIPE ..covirienrisinnenniniiicssecsenesenesssesssiesssans #8S
SCALE button ........cceovvvnnenisiisioinnnes "k corner */button icon
Scale field ........ccocovvriinirnrcnsninsnicnicnnens K corner /field icon
Scale proportionally®. .........ccoeveuerunnnnees 384"k marquee corner
Scale selected picture®. .........ccceveeerueveennnncne 88" marquee corner

* Specifically for use when a paint object icon is selected

3 command « return keypad key
¢ shift o~ enter = Space bar
=~ option & escape F1 function key
A control @& delete % mouse click
# tab ® fwd. delete ““k mouse drag




M Spinnaker Plus

Keyboard Equivalents (5 of 5)

Select all

Select all pictures

in current layer*
Send farther (behind)

.....................................

Shapes with patterned

outlines, create*
Show/hide icon bar
Square, create*

Tint on-screen colors*

Undo/redo last operation

..........................................

----------------------------------------

......................................................................................

..................................................................

...........................................................

* Specifically for use when a paint object icon is selected
Accurate for Spinnaker Plus, version 2.0

¥D4d oo

command
shift
option
control
tab

a3t

return keypad key
enter - space bar
escape F1 function key
delete % mouse click

fwd. delete ““R mouse drag
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% SuperCard/SuperEdit

Drawing & Painting Toolboxes

R| Arrow & to select object, "\ to move
Al Type & to set text origin, 387"k across type to edit
+| Perp. line k to draw horizontal or vertical line
~] Line K to draw straight line at any angle
] Rectangle "k to draw rectangle
O] Rnd. corner ™k to draw rectangle with round corners
O] Oval K to draw ellipse
(X| Polygon k to create corners for geometric polygon
N] Arc N to draw quarter ellipse
| Freehand "R to draw free-form lines in line weight
4] Autotrace "R to trace bit-mapped image
1] Marquee "R to select rectangular portion of bit map
§| Lasso K to select irregular portion of bit map
f Pencil "R to draw or delete free-form lines
&P| Eraser "k to delete general portions of bit map
Al Type % to create block of type (not used to edit)
_é_ Paintbrush "™k to draw free-form lines in brush shape
i’_‘ﬁ_{ Spraypaint 'K to generate pattern of loose pixels
& Paint can “k to fill an area with current pattern




% SuperCard/SuperEdit

Button & Field Toolboxes

k| Arrow & to select object, "k to move

3| Tr.rect.button "R to draw transparent button

[J| Reg. rect. button ™ to draw opaque button

(| sShad rect. button % to draw button */shadow

£%| Tr. poly. button ‘% to draw transparent polygon button
(X]| Reg. poly. button ‘& to draw opaque polygon button

(X| Shad. poly. button & to draw polygon button */ shadow
O] Rnd. corn. button "k to draw button */round corners
Q Shad. r. c. button "k to draw round button */shadow
® | Radio button ™K to create radio button

Bd| Check box button K to create check box button
ﬁ Autotrace button "k to trace bit map */ polygon button
{i] Transparent field ™ to create transparent field

] Regular field "R to create opaque field
Qr Shadow field K to create field with drop shadow
B} scrolling field ™K to create field with scroll bars
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% SuperCard/SuperEdit

Menus
Mu Windows Ulew Arrange 0bjects )
New
Gpen... m
Close RW| Undo 82| |vProject 'untllled -t
Close Al e Tt T S -
Save x2S Cul BH
Save as... Copy %C
Compact Paste ®U
o e Cteer
Convert Stack... Buplicote %D
Import Resaurces... Select Nl 1
Import Graphics... i e
Buitd Standatone 1] jacl Script  RE
e | GDfeCH INOL.. 31
Page Setup... b o]
Print... %P Card Sl:ripl
- — Cerd Info...
Aun %R
Quit %Q
Bkgd %8 Send Yo Back ®- Up
vCard %K Bring To rronl %= BDown
RO B R S Left
vOrew Tnols Nudge » Right
Paint Toals flign Objects... XM
Button Taais Scate Setection...
Fisld Tools | |- .
————————————— 6roup RG
Hide Bkgd Ungroup {1}
6royBkgds | |———— B
vshow Bkgd ank
N —— R T 1YY

Show Invisibles
Jluao Invisibtes

Flrsl Ccru ll
Prev Cerd %82
Neut Card %3
Last Card %4

Obpecty

Invert Set Tent Font...
2com Bits Set Tab Size...
Rotate Polygon Comment %)
Reshape Polygon Uncomment xl
{1} arc e et s+ o
Fiip Horlzontal find... %xF
Fitp Uerticel Find Rgoln ®L
Rotote Left Replace... xH
Rotate Right Replace A1l xY
e Rep! O Find %BJ
Brush Shapes...
Setect Cators... Revert... %M
Edit Patterns...
Tent stg!a . BT
Selacl aes SF
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@ SuperCard/SuperEdit

Overview Menus

Window Info...

Project Script
Project info...

%»2
KH
%C
1)
Ouplicate %0
Select Rl %0
New Window %N
Open Window %0
Window Script %E

Undo 2
Cut BH
Copy »C
Paste U
Clear
Duplicate %0
SelectRll %8
S V—
New Hem %N
Item Script %€
Item Info... %I
Menu Script
Menu Info...

* Available
* Available
* Available

Bkgd Info...

Hpuoens
_Setect... xf] ¥

in the project overview
in the window overview
in the menu overview

viindows X1]| % Undo 82 Replace Bkgd...
Menus B2 e -
fesources %3 Cut x84 Selact... RF
............................... - Copy %C
Setect... Poste %0
Clear
Duplicate %0
$
Gpen Card %0
Card Script  ®E
Card Info... %I
New Bkgd
Gpen Bkgd
Bkgd Script




% SuperCard/SuperEdit

Keyboard Equivalents (1 of 5)

Actual size/zoom bits, toggle..........couvuecureeinnnncene.
Align ObJECLS ..t
Align objects, apply current settings ..........cccovvnnininiiscenanen.
Automatic script indent, activate/deactivate
Autotrace bit map by marqueeing ............... Sk W autotrace tool
Autotrace bit map with freehand
or polygon drawing tools .........cceerrecreirivirininensccnnes 87 vtool
Autotrace interior of bit map .........cccovennnne. 38% “autotrace tool
Background, display for current card ...........eccoveeeererivicrnsennee 888
Bring t0 front ...t 3=
Brush shape, Select .........occverereiirerriennicacenenes ‘% paintbrush icon
Card, display instead of background........cccccoeevvrvrvernivenrevennnnen 38K
Circle, create .......ccocoveeeeeieccinnncninicien s {+""% W oval tool
ClEar ODJECL .veeeeceeeceececretisiet st esass s sssossnes |
Clone selected bit map .......ccocoeeverinninneserennennaenes =S""k bit map
Comment on selected SCripting teXt ......oouvvvececemeeeriverisisesenenee 8]
Constrain rounded button
to 20 by 60 pixels .....ocovnririniisnarunnnens ="k "/ rounded button tool
COPY ODJECE coviuteieeireinistccrsnes ettt nne 38C
Create new opaque bit map R “any paint tool
Create new transparent bit map .................. 3R “/any paint tool

8 command  « return keypad key

¢ shift e enter = Space bar

=S option & escape F1 function key

A control & delete ®  mouse click

| tab ® fwd. delete "R mouse drag




® SuperCard/SuperEdit

Keyboard Equivalents (2 of 5)

Crop bit map ......c.oevviniennensnenenres "k corner handle ¥/ arrow tool
CUL ODJECE ccvevrterrirereeerrert ettt sesasesrosessssssssssssssasnnes X
Display card info ......c.ccoevvivieisieinin $81 from window overview
Display item info .........cccovvevrenirenreninicnene, #1 from menu overview
or '’k item object listing
Display next tGolbox .......ccocuvieureitrimcerencecescnceecrcrnes & toolbox icon
Display preceding toolboX.......cccovvvniriencrrncnennns 8% toolbox icon
Display selected object info........cc.ccccvvecrvivininnines 381 or &'k object
Display window, menu,
or resource info ..........cccvveiienenininnnnn, 381 from project overview
Draw with selected bit map ........cccocevvviinincniannns 38=s""'k bit map
DUplicate ODJECES ..vvevrrreeerieenreeceecetienteierreeeeeeserereeeseesesssesnens 380
Edit card script ......cocvverivnnerniinnniinens 38E from window overview
Edit item SCript ....c.coevnririernnniiiencinnen, 38E from menu overview

or &%’k item object listing
or §¢ choose command*

Edit selected button or field script ................... 38E or 0%’k object
Edit window or menu script ........c........ 38E from project overview
Erase entire bit Map .....c.c.ccocecennerrenerneenriersrensiessnnns &'k eraser icon
Find scripting text again (next occurrence) .........ccocecevvcnerennnnas 8L
Find specified scripting text.........ccccviviiniininnicinnininn 3BF
First card in stack, GO 10 ..c.ccuveeieriericinicicniinicnneans 381 or~g¢*
GroUP ODJECES ...ccviriiriririiinitiitiiisiitesrsnessssssesssoseresssassssesansns 386
Highlight multiple items in an overview listing............. B’ items
Lasso without tightening........c.ccocevevvniiiininneaee <SR lasso tool

Last card in stack, advance t0 .......cccceeevvinrvinrivrineennes 384 ors—>*



@ SuperCard/SuperEdit

Keyboard Equivalents (3 of 5)

Line break in SCTiPt ....cccoceieeiniininiciiincnesnieercesen N
Lines at 30° angles, create........... £ *line tool or polygon tool
Lock open pattern palette temporarily .... &% line or fill indicator

Make selected element transparent..................... 38"k vlasso tool
Menus, display in project overview ................ 382 or % menu icon
Move selected object in 45° direction...........ccceveevererrvnverinnens S
New card .....ccoveurevineee 38N from window overview or ' info bar
New menu ......ccoueueee 38N from project overview or v’k menu icon
New menu item ............... ¥N from menu overview or k% info bar
New resource ....... 38N from project overview or &'k resource icon
New window ......... 38N from project overview or k’k window icon
Next card in stack, advance t0........cuvimerimriicnrnsisnsiniseaes 383 or>*
Nudge selected object ..........ceieiinnnniciininninneiin -,l,¢,0r?
Open card .......cccveervcernnesiinicssnsnsnennns 380 from window overview
or‘k'k card object listing

Open MeNU ....ciiivinmmnessninninessenessenne 30 from project overview
or 'k menu object listing

OPpEN IESOUICE ......couerevtrimnirensusrsernsnsnas 380 from project overview

or % resource object listing

38 command « return keypad key
4 shift o~ enter = Space bar

= option & escape F1 function key
A control @& delete % mouse click
# tab ® fwd. delete R mouse drag




@ SuperCard/SuperEdit

Keyboard Equivalents (4 of 5)

Open Window ..., 880 from project overview
or &'k window object listing

Paint only over black areas

(erase overlay mode) ........coeeveeirienrrninnncnes 88"k */any paint tool
Paint only over white areas

(transparent overlay)........cccceecevnvienniniaecnins <SR "/ any paint tool
Paste ODJECE ......coueeveveceniineeniii st sresssaenes 8V
Perpendicular lines, create .........ccevrnnnivrrinnene R %/ perp. line tool

or £k / line tool or polygon tool
or any painting tool or eraser

Previous card in stack, 80 t0......cevvverivniieniisiniencsennenes 3B2o0re*
Print Window ...t 8P
Quit SuperEdit/SuperCard ...........ovceueveeerernrnnnrirsoseesersrssssnsnsnnns 380
Replace all occurrences of specified scripting text .........c..c...... i
Replace selected scripting text and find next occurrence......... 389
Replace selected scripting text .........vivivicvisiicisisossosercssseseronne 38H
Resources, display in project overview ......383 or k resource icon
Revert to original scripting teXt ...........ccevuveererercecrsrerreenssssensenanns a8M
Run project in SuperCard ..., 38R
SAVE PFOJECE «..cevrericiniiiiisrneet et nseaaes 38S
Scale bit map ........crveerirrinnrnenns SS""k corner handle */ arrow tool
Scale bit map proportionally .................. 384"k corner handle

“/ arrow tool
Scale object proportionally .........cccecveruiriune 384"k corner handle
Scale object vertically or horizontally ........... "N corner handle
Select all ObJEcts .....ccevrverrerrseriiiniesann, 38A or 'k arrow tool icon

Select entire bit map .........cccocrvrerenrivenccrensennsenns ®% marquee icon



® SuperCard/SuperEdit

Keyboard Equivalents (5 of 5)

Select specified ObJECES .......ceveeririrencecnrnnnne 86F from any overview
Send t0 bACK ..ccviincniiiiii et sens 8-
Shrink marquee to bit map .......cccovvurireescrcennnnns 38"k  marquee
Square, Create .........veniennrisrisrisnnnienione £k */rectangle tool
Text style specifications ..........c.cecceevnenas 38T or &% type tool icon
Tighten marquee to bit map .........cccevereereicrinsines "k ¥marquee
Toggle bstween button toolbox

and field toolbox ......c.cccovcciinnininnnineneneneenenes s’ toolbox icon
Toggle between paint toolbox

and draw to0lboX .......cccceveveereiririrerersesisereresssannens s toolbox icon
Uncomment selected scripting text.........ccocovvinninininsiiiosesacseenes 38(
Undo/redo last 0peration ...........iernnrerneseesesnsesesesennes A
UNGroup ObJECL ....cueeveereerieeinresiriestesinrereceeesesesseseseseesssessavasens U
Windows, display in project overview ........ 381 or % window icon

Equivalents are applicable to SuperEdit in the
layout overview, unless otherwise noted

Accurate for SuperEdit, version 1.0

3 command « return keypad key
{ shift o~ enter — Space bar

=S option & escape F1 function key
A control & delete % mouse click
! tab ® fwd. delete ““R mouse drag




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 of PageMaker 4.0. The best features of XPress
are its support 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.




102+ Page Layout |
& Aldus PageMaker

Toolbox

Arrow

Diag. line

Perp. line

ool T|/|>

k to select element, ™R to move

Kk to draw straight line at any angle

R to draw straight line at 45° angle

Type 'k to set text origin, "k across type to edit
Rectangle K to draw rectangle
Rnd. corner "~k to draw rectangle with round corners
Oval “k to draw ellipse
Cropping "k handle to trim portions of graphic
Menus
Em EdIt Options Psge Type Lines Shades ]
New... AN
Gpen... %0 m m___‘
Ctose Undo %2| |~Rulers %R | [/Fitin window %8|
saep to rulers [ 25% size %0
Seve 3 Cut x4 2Zero tock S0% size %8S
Save as... Copy xC 5% size %?
Revert Paste %0 | |v6uldes E 2 Actust! size %1
Export... Cleer vSnap to guides KU 200% size =2
Setect ell %8 tock guides 400% size %4
Place... %D Cotumn guldes...
e e find... %8 6o to page... %£6
Links... %= Find nent ®, Autoflow Insert pages...
Book... Cheage... R | oo Aemove pages...
e e Spelling... L Index sntry.. ®;
Page setup... Show index... v Oisplay master items
Print... %P Stiow citpboard Create indes... Cop“ master gumes
S —— - Preferences... Croote 10C...

Edit story
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& Aldus PageMaker

Font » Chicago other...
size » Courier Other... 6
Leading > Geneva vAuto O%A 8
Set width » Hetvetice t 0
Track » Monsaco 1.5 10
Type style » Sytmbol 12 1"
—m Times 125 vi2
Type specs... » l :; s 14
Paragreph... %M N x . 18
Indents/tabs... %I U:r:;:::s: | 14 24
Hyphenation... %H Loose 18 30
O Normel 2: 36
Rlignment » Tight 3 48
Style 4 Uery tight L other... :g
0%
Deflne stytes... %3 Normel  ©% 60%
v No style Bold OB g9,
v, 3
Body teut %u % || vNormer oxn
Caption strikethru o/ || 110%
Heedtine OTDE %D 120%
Subhead 1 ODedem © %W 130%
Subhead 2 Reverse Rlign left  O%L
Riign center ORC
Align right  OXA
Justify oRd
Line » None
[11}] » Hatriine e

vToolbox %6
vScroll bars
Style potette %Y
Cotor pelette %K

Bring to front  %F
Send to bock %8
Tent rotetion...
Tent wrep...
Image centrol...
Aounded corners...

Define cotors...
Link info...
Link options...

Document name

22227777772
IRl
BT

Reuerse line




§& Aldus PageMaker

Keyboard Equivalents (1 of 7

Actual 5ize/200%, tOZEIE .......ceveererrrecreinrenreneieiecrsreressesene BLOoTh
Actual size/fit in window, toggle......c.cceveureerrirriceirierseesenens ERN Y
Actual View $ize (100%) ..c...oveeveeseererersssesererssssscsns 381 or <k
Align text centered ... $0C
Align text flush-left ... BOL
Align text flush-right......coviiiiinniin BOR
AlL CAPS LEXL ..cuceeuccririneiiiicririneetts bbb ne #OK
ATTOW t00l, SEIECE ..ottt {F1
Arrow tool/current tool, toggle ..., B
Automatic 1eading ........cocouvurmirenirencrrinnnniecsneeressersiesssenes BOA
Automatic text flow, access in manual mode .........ccecreecevennee, #k
BOId teXL ...coevvrurerrerreesissiisniiesitiest e seraeae s e ese s nesees ¥{48
Bring to front ... 38F
Cancel out of nested dialog boxes ..........ccceuee ~s® CancEL button
Change all pages

to same view Size .......cccoiviiiiininnnns =S choose view size command
Change specified text (search and replace).........coceererccuerennncns 389
Circle, CTEALE ......vvvveveirierirerierereeeresnieeeeessssenreesens {7 Woval tool
Clear element ........coovninienirineen & or@®
Clear Kerning........cooevveecreerennesesssesnences <K, «@, or BOT@
Color palette, show/hide ..o 36K
Copy element ........ccvevivcrinmnininnennieisiinensenesesessaneeesesenns 88CorfF3
Cropping tool, Select .......cceuvininiiniinincsrininniiiinecensissiesinnnanns {¢F8
Cut element .......ocvvinnininiimnr e X, @.,orF2

Define style Sheet ..........cccevvvviiiriiiniinnrinnienerneeene e sessenns 383
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& Aldus PageMaker

Keyboard Equivalents (2 of 7)

Determine column width

of text block ......c.eerrmicnrunenrininenns "R */type tool or text flow icon
Determine dimensions
of imported graphic ......cc...ccocuvevnniiiiinniniiininnne "% “placing icon
Diagonal line tool, select........cccoverireeriierennienesseereecerennnsenes {F2
Duplicate element ............covviviiiimmni, 3B~V
Edit COLOT ...cvvvemerieerrecrrisrseseenesssssnecsens 3% name in Color palette
Edit layout (exit story editor) .........cecvercerrrinnisinsecnsnenssnnensennes 38E
Edit selected text in Story editor .........coeeeveerccrcecrireressenasenenns 3BE
Edit style sheet .........ccccoeverencrirrerenscnsanes 8% name in Style palette
Filters, display list of installed......... =S choose ABoUT PAGEMAKER
Find next occurrence of specified text.........coocvvrerruciserirnsnrenes 38,
Find specified text ... 388
Fit in window view $ize .......cccvvvnnrcniinenene, £
Force justified teXt .......oecvrrrrererereesisineeensnsesescecennsrerescsssens BOF
Four times actual $ize (400%) ......ccccerverrerrerereeeseessueseessesnessenses 84
GO 0 NEXE PAGE ...ccovirirniiieiniicinressss st sastoses 3B
GO t0 Preceding Page .........ccciermremseeresesssssssicsnecssesesesassssseses BOH
Go to specified Page ... 386
Guides, ShoW/hide .....cceverirceninnricniiniiniinicsesen, 38J

38 command - « return keypad key

¢ shift o~ enter = space bar

=S option & escape F1 function key

A control @ delete % mouse click

1 tab © fwd. delete "R mouse drag




§&§ Aldus PageMaker

Keyboard Equivalents (3 of 7)

Half actual view size (50%) .....ccceeerueeenen. cenressressneans crreernessssesennes 88D
Hand tool, access temporarily

Hand tool, constrain ... resrsesresens fs"r
Hyphenation specifications................. rereseirsrersasns e eneaies R {|
INCrease type SiZe ........ccveeeemveerceneinniie s o>
Increase type size 1 point only .......cccciiiniiincsennininennes PO~
Indent/tab stop specifications ...........c.eerenne.. ceeesesnsserenseiasrenes R: 3
Index entry, create .

Index entry, fast......cccccnimnimniiini
Interrupt automatic text flow

RALC XL ...uececrenencecemrerieisisiseseeiiste e ssessssenstsessesesessses e B8O
JUSHEY EOXEoeviiirieiiiriinisinininiinincss s cesesesssserses 8O
Kern type, delete Ves @M ......cccocoevrveveiecncecnnrerereressnenens 8@ or 8¢
Kern type, insert Yas @M ......covvveerincrnvnesinisescsnsserinene RO@or -
Kern type, delete Yico em e SSGE Or RO
Kern type, insert Viw em ............ vererserersanes v Os&@ or RO~
Line break .......coeiiinmereenisisnsrnsisisinneessonssnsserssisnssss ressrereesesaens Qe
Links to text and graphic files, modify

Manual text flow, access in automatic mode..........ccevrveveurenne .. 8%
Move in 45° direction ........ccvevvivcininiicrienens """ “arrow tool
Move left indent independently

of first line indent......... {""® marker in INDENTS/TABS dialog box
Move text cursor down one line .......c..cccevvrerriinsecssrnnennens dor@2

Move text cursor down one screen .E 3 or PAGE DOWN

Move text cursor left one letter ..........cccevvueeerveenervnrennens < or@4
Move text cursor left one word .......... virresrebebesnersnane =S¢ or =4
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& Aldus PageMaker

Keyboard Equivalents (4 of 7)

Move text cursor right one letter ..........cocevvccnnivcncnnn, = orE6
Move text cursor right one word .........cceeveecvveiincncanns S or ¥$E6
Move text cursor up one line .........cocevrervrneccencnninncnens Torm8
Move text CUrsor Up ONe SCIEEI ..cveeeresossersisrorerersonene 9 or pace UP
Move to beginning of current line.......cccouvuririrurviernnncrienreenennnae 7
Move to beginning of current paragraph .................... 38T or38m8
Move to beginning of current sentence ...........ovvvinivirererinens ®m@7
Move to beginning of current story ........c.c.ceoveiennana 8E9 or HOME
Move to beginning of next paragraph .........ccceceennnene 38! ordfm2
Move to end of current ling .......cceveeiviiiinnsinincnnnncnencninnnens 1
Move to end of current SENteNCe ........cocoeverevrvviririsesisisesessenns ¥=l
Move to end of current StOTY ......ccovmvuiviveniveernencnnnnenns @3 or END
New document, Create ..........co.coviveieienmiiinininiinisiesnieseseininins 38N
No tracking (deactivate tracking) ........coevvervivuerverrenrennrrnnnneas ¥40
Nonbreaking em space character .............coecvueveieiceniininnas $BOM
Nonbreaking en space Character............ccoevvieriecvnsnsnonens BON
Nonbreaking hyphen ... 3B=s-
Nonbreaking slash ... 88~/
Nonbreaking thin space character ........ccccocevvenviienienincnnnene #EOT

88 command « return keypad key

¢ shift =~ enter - space bar

S option & escape F1 function key

A control @ delete * mouse click

| tab ® fwd. delete R mouse drag
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Keyboard Equivalents (5 of 7)

Normal (plain) text ......ccceiieinisinnrnsnicninsninnsnssissssonsenonss O
Normal (square) horizontal spacing ..........cocecvvevverereracererenennes BOX
OK out of nested dialog boxes .........cocereecerucvecunnenns sk OK button
Open existing dOCUMENLt .......cievirsiinerinincsneneerisesenssesssasassssssses 380
Optional hyphen ..., 8-
OULHNE tEXE.coviuiserisrececieniicsieissesiescessecssirosssesissssssnssnnsssssannses ¥4D
Oval tool, SELECE ....cciviniiiniiiiierie e seeenes ©F7
Page number Character .........coccecviiniiniinninsiniennnnnesnesessnaee 38~sP
Paragraph specifications ...........cccovniiniinninncnnnennessennes 38M
Paste element .........cviviiieininicniininnnniessenne 38V, =0, orF4
Perpendicular line tool, select ........coceveriiviiiiiincerenmsererennnnrenee ©F3
Place text or graphic document ..........cocicinininiinneneneniresressiees 38D
Print dOCUMENL ....c.cvccciiriniininriienineisnssnenieesesterennsensssssesssssasses E
Quit Aldus PageMaker .........cocinniiiniicnninnnnnininsnnenessnenesnsnes 380
Rectangle tool, select.........cocvevvvicninireninenenesnninieneneseesenneens {F5
Reduce type Size....ciiiiiimneinimsmis #B4<
Reduce type size 1 point only .......ccoccocviivininnencnnccrecnenennns PO
Revert to last Mini-save ... {* choose REVERT
Rounded corner tool, select .......ccceevevrinirreriseisesisensenseninseneenne {F6
Ruler guide, Create ..........cecevvevcrersecersiernsenrneseneneanees ““Kk from ruler
Rulers, ShOW/DIde ....cociiveieiieiiiinecrncerenneniecnecnesneessseessnens 38R
Save dOCUIMENL ......cuiiiiririiriniisierieisiestesenenssesesessasseseasessessnasses 38S
Scale bit map proportionally

to optimal resolution..........c.coevvueiniiccnne 384""% corner handle
Scale proportionally ........cc.coecevrrereiiennrennnennns {""R corner handle
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Keyboard Equivalents (6 of 7)

Select all elements on page and pasteboard

Select all text from cursor location

to beginning of story

............................................................

Select all text from cursor location

to end of story
Select all text in story

......................................................................

% Ytype tool, 38A

..........................................

109
.............................. A
BOom9

¥Oo=3

Select current then preceding paragraphs ........... BOTorBOm8
Select current then succeeding paragraphs ......... Bl orBOE?2

Select entire paragraph

Select entire word

....................................................

.........................................

k% /type tool
&'k */type tool

Select image behind current selection ...........cocciviviiiiiinninns £
Select next letter ....c.ccvrvenrerinreernensinieaesnnsniasnn. - or {0E6
Select next WOrd ......coccevvinmmecresiesnninnnineneceens OS- or O E6
Select preceding letter ..........ccceivervvinienninniniieinnns Oe or @4
Select preceding word ... Qg or BOE4
Semiautomatic text flow, access temporarily ..........c.ccocvurerene. <o
Send t0 DACK ..cccveevenieririnenisiiniiisiosiisissossonsiestssessesesssesesessesessesnoses 38
ShadoW tEXt ...cuieererereecerrerrrrisrnsesisinrnsrenessesiesnesreesssssssssaesserens BOW
SMALL CAPS LEXL cuveeeeieemeneenrecerenieieseee et eensseranaene 3B4H
Snap to guides, activate/deactivate ...........cocrrvriererecearsneernnenns 38U
Snap to rulers, activate/deactivate ........c.oovevveiniiniciinviniinieene B[

D4 o

command
shift
option
control
tab

Yad 3t

return
enter
escape
delete

fwd. delete

keypad key
- space bar

F1 function key
® mouse click
"R mouse drag
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Keyboard Equivalents (7 of 7)

Square, Create .........cvvievinesmensncrseinsinseans "k rectangle tool
SHEIKELHIU XL wovvriicriiriirererenitrierrsenssreranreensssssasrensaes ®O/
Style palette, Show/hide ......couvireriiiriniiniviiin a8y
SUDSCTIPE tEXE 1ovuvvvrererererernencneeseiniiresesesaereeersesesesssesaesesenesssens ®4-
Super fit in window .......occiviiciicnirinnan, {+ choose Fir IN WiNnpow
SUPETSCTIPL LEX cuvveverrirerernireiirericsenrerireresesereresesensassenenesesesracns dO=
Three-quarters actual view size (75%) ......ccccevevrirnrnnccnninenen, 387
Toolbox, ShOW/hide ......ueeevrereiericcree e 386
Twice actual view $ize (2009) -evveeeereeeereeeeeeeerennes 382 or Bk
Type Specifications ..., *T
TYPe t00], SEIECE .ovvrviririririririirccctcrsees e ssssseseeans {F4
UNAerline teXt ......cceueereeerversinveriiiinininceeenseseescaensneseseseseneenens E 2l
Undo/redo last operation .........c.cevveeeeviieniieinivecscsncenens 38ZorfFl

Accurate for Aldus PageMaker, version 4.0

>4

command
shift
option
control
tab

a3t

return keypad key
enter w— Space bar
escape F1 function key
delete % mouse click

fwd. delete "R mouse drag
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Ten Hottest Tips

¢ 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-F1. 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.

¢ 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 DerINE sTYLES dialog box, click
the Epit button to display the Epir styLE dialog box,
click the Para button to display the ParRAGRAPH sPECI-
FIcATIONS dialog box, click the RuLEs button to display
the ParacrapH RULES dialog box, and click the Oprions
button to display the ParacraPH 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.
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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 Epir 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 Texr 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 OptioNs 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 often.
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 V2, %, or ®*%o00. 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 commanp-T to display the Type
sPECIFICATIONS dialog box. Then click the Oprions 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 [m]
Small caps size: % of point size

Super/subscript size: IEZ] % of point size
Superscript position: 35| % of point size
Subscript position: D % of point size

R

Set the superscript and subscript options in the TyPe
optioNs dialog box to the values shown above to create
perfect fractions.




Page Layout ¢ 115

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 Cur 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 of MacPaint
artwork, or higher. The resolution of a bit map rarely
jibes with that of your printer, producing moiré pat-
terns. If you press the commanp key when dragging at a
corner 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.



€ Ready,Set,Go!

Toolbox

/2 TO00IXRK]Z i=EH|3»>

Arrow
Hand
Type
Text-entry
Linking
Picture
Cropping
Rectangle
Rnd. corner
Oval
Perp. line

Diag. line

& to select element, "k to move

““k to move pages in window

"k to create text block (not used to edit)
'k to set origin in block, "% across to edit
% each text block in link, &% to end link
"k to create picture block

& to set origin in picture block

"k to draw rectangle

"k to draw rectangle with round corners
"k to draw ellipse

"k to draw straight line at 45° angle

R to draw straight line at any angle
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% Ready,Set,Go!

Menus

[« cdit_font style Format Tewt Special Fill Lines Pen )
New BN
Gpen... %0
Close x| Undo %2 Chicago
Saue =S —— e e e e Courter
Save fs... Cut x4 Genrevo
Save Defaults Copy xC Helvetico
Revert Paste Ry Monaco
Page Setup... Cleer Symbol
Printer Setup... e s Times
Print... %P Select /N %A
Get Text... 2 Oupticote... %®0
Put Text... Move..,
Get Picture... %°
Quit %0 Lock b (1]
vinlock
Bring To Front %+
$end Behind ®-
%M
Image Control... %)
vPlata Sentence caps| [«lefl 8L
Bald ALL CRPS Right Q%A
Holle all lower Center %M
Underline Word Caps Justify 2%
Qbadw Word Spactng... SMLW
Condense Line Spacing...
Extend Paragraph Spacing...

Cuerstrike
— . Paregraph Indent...
Case Conversion Left Indent...
L Right Indent...

© Point e
10 Poiet Track. Q%K
12 Poine Lotterspace... %0
99 Polat shift tp...
10 Peinl shift Down...
29 Potn? vBaseline

Other... %/
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Menus

Find... i Check K Facing Pages %E SizeTo Fit %1

Find Next =F Suggest.. ®J Thumbnails... ¥®6 J- Half Size %2

Replace... Add Word *L Uiews » 5% Size 3

Replace Nent %R +Actual Size X4

- Insert Pagel(s)... Double Size S
Hyphenation On Delete Pagels)...

Hyphenation 0Off Go To Page... %7
Hyphenation Specs... - R
Preferences... ¥%U

Color... LRF sUse Master

Tabs... =T “Snap To FBN
Type Specs... =y Grid +X6
Styles... =H vhbuides *nyY
Remove Styles $¥H Design Grids... %9
Glossaries... %6 Lock Guides

Spelling [y Alignment...  +%A
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€ Ready,Set,Go!

Keyboard Equivalents (1 of 5)

Actual size/size to fit, tOGLE ......ccceererrrrrnrrerrrcsrerrerenrsrerennnnns ¥B~ch
Actual view $ize (10096) ..ocvuvrreiireireecnriisierrensesiseessseessssssasesenss 84
Actual/double view size, toggle .......cccooevurrrrrrererererrriinrennes oSk
Add selected word to user dictionary ...........ccceceerveerernervenrerens sL
ALIGNMENT dialog, display ........ccccoiniicniniinercincecnniseencnenes BOA
ATTOW 001, SEIECE ..vveeeerirrricririieerrerieeneirrenreeresresssrenees #EO<cA
BOLd XL ...oeevrriiiinieesnsransesissssssnsesstesesesisessstsssssssstssssneennens #84B
BIing t0 frOnt ......ccciinerererenecnnnninnisisriessisnineneresssssesencesssseesessen 3=
Center text (middle-justify).....covnririnniinnen. EOM
Check spelling
Circle, Create ....cccveviriresiminnimsssniisinennsssnsens
Clear element ..........coveivienverennencsnseninsnnessenssisseesecssesosescsenes
CoLor SeLecTION dialog, display ........ccviivimiiivniicnniisiiinns BOF
Condensed tEXt ........coevrisicnissininsisisinisiemsissssnsiees #BOC
CopY element ........cvrirmiensseniiresseemessmimein 38C
Cropping tool, select ..., B4l
Cut element ........cocvvervimineeneicnnieniiniiiisestsnessssseen 38X
Design grids, display dialog .........covevmninininiiiinnn. 389
Diagonal line tool, select .......c..ocvsnnivirvirine T TR 84D
Double view size (20096) .......cccnvnreiminminnnnoismiseensn. 385

8 command «~ return keypad key

© shift »v enter = Space bar

=S option & escape F1 function key

A control & delete * mouse click

< tab ® fwd. delete R mouse drag
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Keyboard Equivalents (2 of 5)

DupLICATE dialog, display ......c.ceeviiviiiiniininininiisinisennnnes 38D
EXteNnded teXb.....ccoueetrvreerecnienriniorisivennnesensrcsnsnmssesessoresseneencasen BOE
Facing pages, display .......cccoconmemnmrsiccrnisniineccnnns BE
Find next occurrence of specified text...........coecvrivininincrnnnas 38F
Get picture (when picture block selected) ........ccoveueerereircnninens L
Get text (when text block selected) ..........ccoovvevvevrennneecceeciinnnnes 8’
GLOSSARIES dialog, diSPlaY ....cceviviirerrninineereciennsnireresssenseennns 386
Glossary, current date ... 386G, D
Glossary, current date, abbreviated .........c.coccocvvvnirnieenennes 386G, ~sD
Glossary, current day and date .........c.ocevererenrciiiinnninnen. 386, 4D
Glossary, current time with seconds .........cccocveveveireniennnnes 86, 0T
Glossary, current time without seconds .........ccecevererveereinnene, 3#G, T
Glossary phrase,

insert into teXt ........cvvvvininninienineenens 386, glossary character
GO 10 NEXL PAGE ..cvvireriririerirtiisrirenorissnesiorosceresessesssrsssssssesasssenas 368
Go to preceding Page ... 387
Go to specified page ........cccvvvieeeencinc ¥OT
Grid, activate (guides off) or deactivate ..........cccorrrereuerreneen. 8OG
Guides, activate (grid off) or deactivate ..........coevecercereerernenens BOY
Half actual view $ize (50%) ....ccoeverivnrinnrenieseniensinnsnissisesssnnenes 382
Hand tool, access temporarily ........c.coccoeverurnnreneccescnnneniessnes SR
Hand tool, SEleCt .......ccvinrivirisininirnreciiceeeresneaseeeene 38 C4<sH
Insert text block into chain

preceding current block .......cccccereenievencecncnnnnrennnene {k v/ link tool
THAlIC XL c.coviericriiircciiitetinieit et saeeeennesesasanereneseeas oI



Page Layout ¢ 121

€ Ready,Set,Go!

Keyboard Equivalents (3 of 5)

KErN dialog, display .......ccccovirininienecnsnnenns % */type tool, 8K
Left-Justify text .....covviveursimneninesecssasiisenssesessssssiesssssensess BOL
Linking tool, SElECL .......c..cvuvvrerrrarirerisisiscrnmnriennrnessererensansenns Bo=sL
Link two existing chains..........ccecsesreeueensusesenerernensenenns % */link tool
in first chain, ¢S in second

LOCk €lement ....ccuicceniirierisisniensisnsiesseoisienessssineennesssesssnes 38u
New document, CTeALe ..........cccceievinmirisrniissiseseereresssensoseesesssnsss 38N
Open existing document ...........cevvereeernrerininicienienmsssrerssnenes 380
Other tYPe SIZe ..cocvcvisirerevenisieriniinnsseniisissiiessssssossssssssssones 8o/
OULHNE tEXL....ceeuiriririecrcnicncirienesnsnrrssest s isisesesessssseseses #CD
Oval tool, SEIECE .....cucicnririririrennriimieniisiiinsrssnsistsresisessee 8O0
OVEISITIKE XL ..ovvevrerererererereercrenesrisnsietsisissseeseeesesesesensnesesenes BOX
Page number character, current page..........c.cecovsueveveverearens 3} O~3
Page number character, next page .........ccoceereecrsrerernccsaens RO
Page number character,
next page in text chain .........ccoeveiiininieii. BO~e7
Page number character, preceding page .........coceeeeerirsaenes 38 {r~g4
Page number character,
preceding page in text chain ........ccuiiiiniinnsnniinn B 0~s6
Page number character,
total pages in dOCUMENL ......coceeurrririeiirersisiecsnientsnresesesnseses 3B~

8 command  « return keypad key

¢ shift »e enter w Space bar

=S option & escape F1 function key

A control & delete " mouse click

& tab ® fwd. delete ““% mouse drag
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Keyboard Equivalents (4 of 5)

Paste element .........ccvieriinensmennsinieieniessisnseisssieeeesns a8V
Perpendicular line tool, select ........civririvvenvnnnesccacacnan, #BOeR
Picture tool, Select ...,

PLAIN tEXE10veererriaeiereresierereesssessesessssessesessssassessssssssresassssansssassan
PrerereNcEs dialog, display

Print document .........ccviiinisinrenimninienineeiioseesoen
Quit Ready,Set,G0! ..crvvrnicciiririrererirnnnaerssnsesnestsemesensiasssesssssenenns 380
Rectangle tool, SEleCt .......covereeieerieicncncncenenenisesnennresesesenees ¥ {8
REMOVE StYles......covirvinriniinininiisiisenissssninisssnsanesssssssasssssens BOH
Replace next occurrence of specified text ...........eererveesisnsuere 3#R
Right-justify teXt .....c.cvnrmvirirernresrininncseccsocenseranssassisssessssseseses BOR
Rounded corner tool, SEIECt .......cccemrurrrernnrrerererereeieseererens $84~s0
SaVve dOCUMENL .......coviereriniriniisiisissiiisnsissssesnnesrsnnesssssasstnsnns 38s
Select all lements ... 38A
Select all text in chain ........cccocovimniiinranne k ¥/ text entry tool, 38A
Select entire line of type .......coeueurirsesinseenes h'k'k “text entry tool
Select entire paragraph ........coecceuveiserereneas k'R’ vtext entry tool
Select entire word

with following space .........c.veinenniisieniecans ®k “/text entry tool
Select entire word

WithOUt SPACE .....cceverecreereerrereresenniennnneaenes 3% % "/text entry tool
Select text in bIOck .....vvveecececerisircasinnnen % “text entry tool, A
Send to back ......ccooeervinriseiniiiii e 8-
ShadOW tEXL ....ccevvreerrmrmivecietsisistsisisrcnenssasesereseseseenceseseessses 84S
Size to fit (fit in WINAOW) ..coveeieecerreece e 381

Snap to guides, activate/deactivate ............ccevversriirerinnnnnn, BON
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€ Ready,Set,Go!

Keyboard Equivalents (5 of 5)

SpeciFicaTIONS dialog,

display for each selection .........ccovuvrevenssisiiiissssirenesereenans 38M
Split Chain i tWO .eeueunneereveveveessnsesensnsssninns 38O % vlink tool
Square, Create .........cmniieeicnssiesnisssssesenns {""k Wrectangle tool
STYLE SHEET dialog, diSplay ......c.ceeeviieniieennnsssessnnissieeanenes 38H
Suggest spelling for misspelled word ..........cccocevvvivinnvinnrinncae 384
Tab stop specifications ... 8T
Text entry (insertion) tool, select.......ccccueirevrevucsniniisiranens BO=sI
Three-quarters actual view size (75%) .....ccocoevenvsniniecesiniennes 83
Thumbnails, VIEW .....cccceceirvereenierrrnenrnnisessiseenieesieeiessseesssseens 386
Track dialog, display ........ccoevevcinininicnnnnns R % type tool, 3K
Type specifications ........c.ccenenermnninmc e, a8y
Type tool, SEleCt.....c.oviiisnisinnsisiririiesssiiiinseneresesesns BOosT
UNAerline teXt ......occuueveeevirnivecresisrsrnrsnssennesssesssesisesesessessssesens BOU
Undo/redo last 0peration ... 4
WOoRD SPaCING dialog, display .......cccoeiiiniiinininnsinccenennnns BOW

Accurate for Ready,Set,Go!, version 4.5a

8 command  « return keypad key
© shift wv enter — space bar

=S option £ escape F1 function key
A control @ delete % mouse click
! tab ® fwd. delete ““R mouse drag




4 QuarkXPress

Toolbox
Mover & to select element, “k to move
Editing % insert type, “"k to move graphic in box
Rotation "R to rotate text and picture boxes
Zoom % to magnify page, Sk to demagnify
Type “Kk to create text block (not used to edit)

Rect. picture "k to draw rectangular picture block

Rnd. picture "k to draw rounded picture block

Oval picture ™k to draw elliptical picture block

Poly. picture "™k to draw polygonal picture block
Orthog. line "k to draw straight line at 45° angle
Diag. line "k to draw straight line at any angle
Linking % text block to add to current link

8] [HR[[RR[EAIA ]

Q.
(N

Unlinking % tailfeathers to remove link

£IXY
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4 QuarkXPress

Menus

(eI rdit_sigle item Page Utew Utilities )|
New... %N
Spen... *0 m

Undo %2 Generel... RY

Close Typographic
Save xS Cut x4 Tools...
Save os... Copy %C
Revert to Ssued Paste xR0

Cleer
Got Tent/Picture... %8E Select 81 %A
Save Tent... U —

Save Page as EPS.. Show Clipboard
Bocument Setup... find/Change XF
Page Setup... Preferences D
Print... %P Style Sheets...

e e — Cotors...

Quit %0 HOUS ...




4 QuarkXPress

Menus

Celar » - vBlack Other... Modify... BM]
Shade » {i| Blue 0% Frame... x8lllY &
Negative Cyan 10% Runarcund... %7
POv— Green 20% ®
vNormal Contrast RON Magenta 30% Ouplicate %0
High Contrast xROH Aed 40% Step end Bepeat... ®
Posterized ®oP Registration|| 50% Oelete XK
Other Contrast... ®0C hite 60% ®
e e Yellow 0% Group %86
80% Ungroup *xU
[foig Norme! Screen 90% Constrein ®
v100% Lock *L
%su-ma Line Screen/0° @
= Send to Back
30-Line Line Screen/45° Bring to Front
Spece/Rlign...
- o
20-Line Bot Screen/d4S Plcture Sox shape b |
Other Screen... 80S Reshape Pulgﬂcn

Line Style » fw Document
Endcaps P o —— A - Master
idth P im| —
Color p || —
Shade » Wl || 600000000 Master Guides...
othor ||| — ——— section...
- re—
07. ) 1}
10% Other... %o\ __——:__ Previous
20% Hetrline el Next
30% vipt —— — First
40% 2pt — Y Last
S0% 4pt o C0lock | 6o to... %J
60% 6 pt wmm— Blue
20% 8 pt mmmmmm || cyan Bisplay L2y
80% __!2p! NI || Green
30% Magenta
v100% Red
Registration
white
Yeilow
Fit in Window %0 Check Spelling » Word... %W
50% Auslillery Dictionary... Story...
"% €dit Aunitiery... Bocument...
Actual Size *t
200% Suggested Hyphenatlon... %H
Thumbneils Hyphenation Exceptions...
Hide Guides Library...
v Snap to Guides o
Hide Rulers %R Font Usag
Show Invisibles %I Picture Usage...
Hide Tocls Tracking Edit...
Hide Measurements Keraing Teble Edit...
Hide Document Lagout ]
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% QuarkXPress

Keyboard Equivalents (1 of 8)

Actual 5ize/200%, tOZGIE .....cccrvrrrreerrrrerirereinrsresneseeresserseanns #sh
Actual size/fit in window, toggle .......cccvuerirerreerresecrrrenrererennene s’k
Actual View SiZe (10090) ..eeerueerrrrreersrvriirsenssreererosesesasssesssssssssesssn 81
Al CAPS tBXL..veueurereerreerririnrenesrereseesessssrsrenessesessnssesesessensisesesseses #E4K
BOold texXt ..co.coviiiniiiiniiini e #4B
CeNLEr PICIUTE ...c.oveeeirerrerereressnresesessensnsesssssseseessesesereresesesens BOM
CNLET XL ... eeeee et snre e e s aesesesesnrsassaseses 8B4C
Character specifications..........cociiiiiiiciennecnreneeceerennenes 8040
Check spelling for single word ........ccccecevrieeciinnenceencnnnnensenenen 38w
Check word count and spelling for story ........cccccoveenveneenens FBsW
Circle, Create ......c..covvvcvucceinenieesioeiisnsniesneins 4% % oval tool
Clear element ...........ccvcevecienmriessiieniisienieneessesessesseroressesnesesanes &
COPY lEIMIENL ......oveireerenierenrrnresiristesiersssarsestssessensesenanes 38CorF3
Copy paragraph formats .
to selected text block .......cccevevereererienss {=s'k formatted text block
Cut e1ement .......c.ccceeviirinrvenreresrerecreninesiseesssensesssesesrenes 38X orF2
Delete all tabs .....cccecvrecrirenieiienesesiesseseeeesseessesessenes sk tab ruler
Delete next letter........cooeveeccninniniiicniniennnenieneee e @ orm®
Delete next WOTd .........cocecevmmmrieervennioniinnenesecereeecseossesssanens Bo@

¥ command « return keypad key

4+ shift o> enter — space bar

=S option & escape F1 function key

A control & delete ® mouse click

! tab © fwd. delete "% mouse drag
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Keyboard Equivalents (2 of 8)

Delete preceding letter .........covveveviiriniiniecieniineineensneneene |
Delete preceding Word .........cceeerenirniniiniiennminen. ¥@
Delete ruler UIdes .........cooeverreerimirermsusemeesserscmsmsensencssene ~s'k ruler
Delete selected pictures and lines .........c.cocvvivvniniirnnivnnrinennnes 38K
Demagnify VIEW S1Z€ .......c.cccrermivuerererseessenseisensssesesssesssens BaTh
Duplicate element .........covvvuveevenniiiiiiiiisn 38D
Find specified text and change ..........cocvvviivnininnrininnrnincncnen, 38F
Fit in window VIeW SiZe ..., £
Formatting specifications .........ococevrncinicciincnnnnceciennenes BOF
Frame Specifications ........c.ccviiniieininenininiecreesnenseisseens 38F
GENERAL PREFERENCES dialog box, display........c.cceenirvenvercsusunne 38y
Get tEXU/PICIUTE ....cvvvvvviriiiiririici et sesens 3BE
GO 1O firSt PABE «.cocvvvrrvrevniririniriietr et saeseens {rHome
GO 10 1aSt PAGE .....cevevcrirerisirriet e asas s {END
GO 0 NEXE PAGE c.verericirirrriniiriiiee et {>PAGE DOWN
GO to preceding Page .......c.ccvvererninirnrieneiereeinineesssesenne {>PAGE UP
Go to specified Page .......couvviiinimiiinniiniiii s 384J
GrOUD ElEMENLS ...cucucmreerereceriiiiiirenecacereseeaerererersasesesesesesessersienens 386
5 ()1 OO OO 38/ or HELp
High-contrast picture style ..., F#4H
Import picture at 72 dpi .....ccocvirniiiniiennieinnnnnes 4+ during import
Increase baseline shift 1 point .....cccccuevevreencinverenenennennes #O~s=
Increase horizontal text scaling 5% ......cccccceereinrnecnnranenreruesnsorsens 3]
Increase leading 1 point ..., ¥o'

Increase leading Yio point........cccvvvirvinnnninicsscsnennnn, dON'
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4 QuarkXPress

Keyboard Equivalents (3 of 8)

Increase line weight ......c.ccvvrereinne s aeresbssastebsrabanes B»O>
Increase line weight 1 point only .......cc.ceiiennrerncnssiosiscens VO
Increase picture scaling 5% ... . BO
INCTease tyPe SIZ6 ........oocvveririnsinisssisinessninisisisesssssssscescsssnanes BO>
Increase type size 1 point only ... . #BOD>
Indent here character ...........coveieriniiinriininn, a8\
TAlIC tOXE vocvrerereccreirciiiinn it BOI
Justify text (full justification).........cccveriivnsssnssensninsinininns ¥BOJ
Kern type, delete Vzo eM......ccuvveerererisisrsrivsnnsnsessesismsnsisasessessas #OL[
Kern type, delete Y200 8 .....cocveiiriseniisieniisisenisssssnnnnnnes Bo~e[
Kern type, insert %20 81 ......ccccvvivevenniinsnnsisinnninniinniesssssenns #4]
Kern type, inSert %200 €M .......ccoeeeemesiseisiiinsssrssssnesasssasennes $O~s]
Leading specifiCations ...........ececvcetsiessmissnisensesesecsncscsracsens BOE
Left-justify toXt .....ccocovirriimiernnsnsnnnineesnen B4L
Line Break .......ccceverinenieniennninninnesnionoimiensieeissencnssse e
Lock/unlock element ...........cccoennnssniinnnssssniessssas 8L
Magnify VIEW SIZe .......ccocveeriininieriinissssssssissssesssnne Bak
Modify picture or line specifications ..........ccouuenncceniee 38M
Move element in 45° direction ..........eviernenenns "% */mover tool
Move element in group .......vvrernnencsiinines 38"k "/editing tool

3#8 command « return keypad key

< shift ** enter — space bar

=S option & escape F1 function key

A control @ delete * mouse click

! tab ® fwd. delete R mouse drag




4 QuarkXPress

Keyboard Equivalents (4 of 8)

Move selected element 0.1 point .........cccevevveevverernes -, 4, <,0r?
Move selected element 1 point .......ccvcvenrvinissnscnenn =, 4, &, 01 T

Move to beginning of current story ..........ccccvvvvcreiiiiniiiennens 38=st
Move to end of current line

Move to end of current paragraph ..........cocoeervennee vererrressesnsneninss IO
Move to end of current StOTY .....coeiecereceremseenrerureerecsescecsssesenes *’=s!
Mover tool, access temporarily ..., ®’TNR
Negative picture Style .......ceeieriiiniicicrrrrcenrnetnesseniine 8BE-
NeW COIUMM ...ttt sassssasas w
New document, Create .........ccevreiiiiinereenecnersessnnae SRR 38N
New picture boX.......oreveeereerenrsrririrnsniscsesseenes cererasnsrearansaeres Ao
Nonbreaking en space character...........coccecvvnesenccissiinenionn, i
Nonbreaking hyphen ........ccocoviinienenenesennesssonscsecssessssnssorenes 38=
Nonbreaking thin space character ..............coueiimennnerieennnens B
Normal contrast picture style .........cccccecvevmnvinnnscnsnncensennenes BON
Open existing dOCUMENL .......oocvrveririririiinninniieenee 30
Optional BYPhen .....cccerereerercrensrencrsmreressssssesssessressassssssesessassenes 8-

Optional 1ine break ........cvvenvirniniiininininiisnsiisnien B
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4 QuarkXPress

Keyboard Equivalents (5 of 8)

Other contrast picture Style .........oceoeeeirerversrnseesessnsseonnrsssanens #4C
Other line weight ... BN
Other screen picture Style ..........civnienicscsnsensssnsnseosisasionss BOS
Other type S1Z8 ......covvurevmviniseiiinsncniissessssesssssrsssses B4\
OULLNE EXEuiuivivreirernrerrissesasisisiesesisneseeniniisiseossssssssssssosssssssses B4D
Page number character, current page ............couvveeeevveeevererveceenencs 383
Page number character, next Page ...........coevvercesiscssnssessssesessones 884
Page number character, preceding page........c.ccovcvrsiveisesnsernnes 882
Page SBIUP .....cccoveriniiiininn s s 38~cP
Paste element .........cccocrvivcinniinnnneeeessessns 38V or F4
Plain teXt..cvviiniineiisnsisnninseiniisienimnisiiseiessssenes BoP
Posterized contrast picture style .........ccocoeveviicriinnncnnrcnions BOP
Print dOCUMENL ......c.ccvvveeniiniiininiiiennnnnssessssecesssssssssasssens 38p
QUit QUATKXPTESS ..evvveerrnieirnesrersrerssesansessressessanssasssessaessessasssnes 380
Reduce baseline shift 1 point.......ccceiveninicinnnniicsinns Boru-
Reduce horizontal text scaling 5% .......covreeecsreerererssarsesasesassones B[
Reduce leading 1 point .....oecevrueeeeeeennrrienennssenrnsnsnsasasesssssnsees Rt
Reduce leading Yo point ..., BO;

3 command < return keypad key

4 shift 7 enter — Sspace bar

=8 option & escape F1 function key

A control & delete ' mouse click

& tab © fwd. delste ““R mouse drag




4 QuarkXPress

Keyboard Equivalents (6 of 8)

Reduce line weight........ccoviiiniiniimnnieceni .80<
Reduce line weight 1 point 0nly .........cceeevveerrivensssssenissnnes 1Y
Reduce picture scaling 5% ........ovuererersnnnersnsnsssnsisnsissnans BOK<
Reduce type §ize........ccvrerrrvercrernenirenes resessssesensniianne BOL<
Reduce type size 1 point 0Ly ......coveviviinnsiniiniinnenennenns BONK
RIGht-JUSHEY TEXL .uvrreriersererrersensssersssssssssssasssmessssssssssssesassenes BOR
Ruler guide, Create ..........iviiinnniisereseeisisesisssnnes R from ruler
Ruler specifications...........ccceuevnierienisisininenmnrsnresesesssnessensses BON
Run type around graphic .........cccoveviesnnsinisiniisnsesnininnenssine ®T
Save as different name or 1ocation ... #8=~sS
Save dOCUMENt .....ovveiiirrisisriiiiesite s st sasses 38
Scale box

Proportionally .......cccoevererernereriisesnnesnnncanns {8k corner handle
Scale box t0 SQUATe ........crveimriiininniiniiiiisiinsisisns £+""& corner handle
Scale picture to fill box eXactly ........cccevineeriinisnessnninresensenes BOF
Scale picture to fill box proportionally .........cccocererrrrnnnee. B Or=sF
Scale picture with box ......evcicieiiiniiiinienes 387k corner handle
Scale picture with box

proportionally .......cocvvisiiirineriiiiiinnn . .88 OSSR corner handle
Scale picture with box

tO SQUATE wvveresentesernanniersseesenssssnassnens veovonsas 384"k corner handle
Select all lements .........cevcvinmiicnennin e osens 38A
Select all text from cursor location

to beginning of StOIy ... cceresnnenens BoOeT
Select all text from cursor location

10 €nd Of SLOTY c.cvvvuruerciicniininiinssinemreeesessssesesssesesesesesas Bo~s!

Select all text in Chain......ccveeeerververrereenerensens ®hhRR Vitype tool
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4 QuarkXPress

Keyboard Equivalents (7 of 8)

Select current
then preceding paragraphs ........coecvevivioinceniisessennnnnee BOT
Select current

then succeeding paragraphs

Select entire line of type ® type tool

Select entire paragraph ...........oceeereeeererernnenrenens Rk vtype tool
Select entire Word ........ocvevinnerisessnsissnisnsiessssinesens &% %type tool
Select Next Ieter ...c.cocoevververcrrmreecsi e e 4-
SeleCt NEXt WOE ...c.vvrrrrermcncninieeentstsisineiessstsesnsnesessrocesenene BOH-
Select preceding letter ......cvveiiniiiiininiicicicrisreiens O«
Select preceding WOord ... HOe
Select tool above current tool ... FBO=
Select tool below current tool.......cuviiiciiriniecnnsiinieinsines g
Select tool, permanently ........cooviniinenennccrsnenescnne sk tool icon
Shadow teXE ..covvirverrecereereiisisieesiseeiiss e ensssses #B4S
Show/hide invisible elements ........coevcecinieninniieccninnnn. 31
Show/hide MEaSUTEMENLS .....cceceerrririseneriecesessinersrernessanmenses &8~
Show/hide TUlers ... 3ER
Small Caps teXt .....ccviiiiiirenenriicinin e #B{4H
Square, Create .......ccircernencsennnisreresseseneens 4+ ""% rectangle tool

3 command < return keypad key

{ shift w~ enter = space bar

=S option £ escape F1 function key

A control @ delete * mouse click

= tab ® fwd. delete "R mouse drag




4 QuarkXPress

Keyboard Equivalents (8 of 8)

Step and repeat (duplication technique) .......c.cccovviercvecnreene 38=sD
Strikethru teXt vvuivviiniriciiiiiiieeieisssessesmsesseses *0/
SUbDSCIIPL tEXt cvovveririiiiiirererei s BO-
Suggest hyphenation for single Word .........coccccevverernrerececaensisens 38H
SUPETIOT XL cvvvivrenrecscieisnisisiscsssessisesessiceresesesensasesssesessssnsaens BOV
SUPETISCIIPL LEXL ovvuveerinisiriiirresisesscsccssisssre e e s BO=
Symbol font, 1 character.......cocevcrivercccrerennn 384Q, character key
Tab stop specifications ........cvvevirinniceninccimenriseennns BOT
Twice actual view $ize (200%) ....cccorreervererernenenneresssnssssnsens B~
Underling text .......cccevvrvnrisencnnsnimnesiccnsraneesssrerssssnsenssessenns E Rl
Undo/redo last Operation .............vecevrerverssesererscssssensnren #ZorFl
UNGroup ElemMENts .....cocoiviiveriveirisriiisissssiisiniocsesaessssassensssssons s8u
Word-only underline text .......ccoovvevevminicicscnenerereseecrecinnnens BOW
Zapf Dingbats, 1 character ...........ccorvvreccnnn, 3842, character key
Accurate for QuarkXPress, version 3.0

3 command « return keypad key

{ shift »v enter = Space bar

¢ option & escape F1 function key

A control & delete ®  mouse click

| tab ® fwd. delete ““k mouse drag
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Painting Software

Why own a painting program? With the continued
enhancements of drawing programs such as Adobe
Mlustrator 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 Bézier 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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%2 DeskPaint

Toolbox

Type &k to set origin for text block

Zoom 'k to magnify page, 3% to demagnify

Hand “k to move page with respect to window
Charcoal & to sketch in pattern of loose pixels
Airbrush "k to generate random spray of pixels
Autotrace ‘& to trace bit-mapped image

Paintcan Kk to fill an area with current pattern
Marquee "N to select rectangular portion of painting

Lasso K to select irregular portion of painting

Rectangle "k to draw rectangle

g Polygon 'k to create corners for geometric polygon
§ Rnd. corner “R to draw rectangle with round corners
g Freehand  “"k to draw free-form shape

E Oval R to draw ellipse

S Line “k to draw straight line at any angle

é Paintbrush "k to draw free-form lines in brush shape
ﬁ Pencil "k to draw or delete free-form lines

éj Eraser "R to delete general portions of bit map



2 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

2l

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

X8 ~ EIEIRIE <

Lighten selected blacks to current pattern

* Displays handles at the corners of the marquee that
produce the desired effect when dragged
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% DeskPaint

m_ BeskFant
New AN Undo %2 < Chicago
Open... 280 Courier
Browse... B Cut L]

Browse Screp... 6 Copy NC ¢ Helvetica

Save As... %A Pasie MU derline Monaco

Save xS Clear Symbol
Times

About DaskPaint™ NI

Disabte Undo condense

Windotw 6rid it

Mouse Grid %M

Print uP

Page Setup 2

Show Printed Size

Clipboard ot BPI  %U

Duplicote »®0

Calar Control

DeskPaint uses the active application’s Edit menu
* Type menus appear when type icon is selected



% DeskPaint

Keyboard Equivalents (1 of 4)

Actual size/fat bits, toggle ........ccocerererrrrcrerenrersens % pencil icon
AIrbrush t00l, SEIECE .....cccvivvririiiiiricreineecniresnreesieessssisssessnnessssesesens A
AULOTAce t00], SELECL.....civiirririirenie et inreeesseessasaee s ssreessanesssnees K
Browse SCrapbook.........cvrevnerninnnincniiinsssen 386
Browse through folder of graphics .........cccccceeeververnnvessecnisierinens 388
Brush shape, SElect .........cvvirerenicersriinmnenrsnsanassssisaness % line width
Charcoal tool, select .......ccooceeeerreernnrcriinnes vereeressseseseresssssrearen 0
Circle, CrEAE ..cccveirvuririrecrerieessniesessnessssesssnsssnases £"R woval tool
Clear eleMENt ......ccovueivivreiciiieiinrsenenreresssesesssneersssesessnresssnsssssesssas |
COPY ClEMENL ..ovvcvreerireereiierececieieessnsrirerereassesstsnseseseresesesessrens acC
CUt ElEIMENL ...ccovieiieiririrreisirenieesiiisneesesesssesssessiessssnessasesssnssssens 38X
Demagnify view size ......ccecveieniiennnns 38R, 38-, or %% hand icon
Draw from center...........ceoveuvreeruerensesnenanens 38R W any shape tool
Duplicate element ...........cocevvirinieininiinrinineneneriieinessee 38D
Edit PAttern ......ccoveuruenirerrisesnunissiensisesensssessssessess ®'% pattern icon
Erase entire doCUMENt ........ccecevrirerreneerenvesnesressene %% eraser icon
Erase overlay mode (BIC) .......cccccconeurusenrunenusnnennenee 8% tool icon
Eraser t00], SElECt.......cccvceiiiiririirerieerecnereccnneesneccerneesessneesssseesanes E
Freehand t00l, SBLECL .......corveerivieiriiernnrnrnisineessssessinseerssensesssnssanesas P
Hand too], SElECE .......coveeeeirrriinreinresssseeesssseessssessonsrns Hor=s
HEIP .ottt sesesssssesenns ¢/ or %% lasso icon
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% DeskPaint

Keyboard Equivalents (2 of 4)

INCrease type SiZe 1 Pt ..vwrecerreserseesersesssessnsneaneans ® “+” size arrow
Increase type size 2 Pts ....cciiiinnniiiin e B>
Increase type size 10 PtS ...cccoovseencninnersiensinins sk “+” size arrow
Inverse overlay mode (#£COPY) .c.vvvervreeeniriirnirenninrinnens sk tool icon
Inverse-erase mode (ZBIC) .....ovvvveevreereerenninvennnns B~k tool icon
Inverse-reverse mode (#XOR) .....cocccverrvrevinrrrerannenns 38’k fool icon
Inverse-transparent (#OR) .......ceceerivncresiisrennnes O~k tool icon
Lass0 tOO0], SELECL.....cccuvirivrirrerecirrrecirneeenrresiieterstreesssnersressrossssnres Q
Line t00l, SELECL .....coiviviriivierirersrereneecsieresrnreerirnesesanessseseessonnessrnnnees X
Magnify View $iZe ......cocecrererrereresonens 38E, 8=, or *% zoom icon
Marquee t0ol, SElECt .......coviiirinennineniin e S
Mouse grid, activate/deactivate........cccocervrrereniiivneccrcnnininnnaenne 3BM
Move selected element in 45° dir€CHON .....oeveereerereeriersirnenes R
New doCUumeNnt, CIEALE ......ccccervierreerieeenseerserisresssnessesessesesessssnsssns 38N
Open existing dOCUMENt .....c.vcveiiiniiiiini s 380
OVal 100], SEIECE ....vevevierererrrecrerireresteesieesresisressreeseseesessanesesrassseses C
Page SBHUP ...cccverriiiiiintiistiiisisree s bbb bes 38J
Paint can (fill t001), SELECE ......cevevrveervivennnrinniirieneersneeeessseessnnnes F
Paintbrush tool, SElECt .......ccccvvreneererrccirrenernnnrennreniinnneeeeeeennrneenens B

8 command « return keypad key

< shift = enter = space bar

=S option & escape F1 function key

A control <& delete % mouse click

! tab ® fwd. delete "R mouse drag




% DeskPaint

Keyboard Equivalents (3 of 4)

Paste element (unscaled) .......ccccevereenininiieinenciennenennennnenes 38V (38U)
Patterned lines and outlines........uevrervrerersrenneee s’k pattern icon
Pencil tool, Select .....ucineiceiniiniiiiciiiin s D
Perpendicular lines, CTeaLe ........coveerrinririrenesessirisisesesescnenes o

*/ any painting tool or eraser
Polygon tool, select ......ccceiveivereninniiiniiciinnn G
Print dOCUMENL ....ccoovieierireieintiiiiecennee e esessesassssssnsssesaane 3P
Rectangle tool, SElect ........cceviiiiiiecnenireiceiceesreesesecreneeenteinennns R
Reduce type $ize 1 Pt ....cccocveeriininiviecenenecncenerenens & “~" size arrow
Reduce type $ize 2 Pts....ccccimrininiicicccrincsticn e BOL
Reduce type size 10 pts......coeeiiimvncrccnnninienns Sk “-~" size arrow
Reverse overlay mode (XOR) ......cccoeverinvvvceinncncnncns 4% tool icon
Round corner tool, SElect ......cueviniiiicnienineciciiinnecsinieneccsecneenns W
Save as different name or 10cation ..........c.cceeeecrververneceesencenannns 38A
SaVe PANNG ..ottt sibesasns 8S
Scale selected element ..........cccervenieiininicnnnns 387"k new marquee
Scale selected element t0 50% ..........cevvinriieriviriaincsresiosineens a8«
Scale selected element t0 200% ...........cocvevreereecrernsnerssnensencennns 38>
Scale selected element to last percentage ...........ccoveevirererrisnsennanns ~
Select CONtIGUOUS IMAGE .vveevecevemnrereenrernrerererererernrensassenes 'k wliasso

Select entire document .........c.cococicerererercrererenes % marquee icon
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¥ DeskPaint

Keyboard Equivalents (4 of 4)

Show/hide pattern palette.........cooeeeiiiivniniciniiinncnnennnenns >
Show/hide toolboX .........ccceuveeenninininniiiciiiisiiniseceeens - or/
Single-pixel brush shape.............oouniirivnnnnn. 367K paintbrush
Smudge on-screen imMage ........ooceveversineriineiiesiisieescsenenes 8x

*/charcoal tool or airbrush
Square, Create ........cvvervreviresesnisisieiesnssisens "R “rectangle tool
Transparent overlay mode (OR) ......c.coeevrveriecnrienenens 8% tool icon
Type tool, select .......iiiniriimn T
Undo/redo last 0peration .........eveeniiiineneisnniieneeecens 38z
Window grid, show/hide .......ccccviiiiiiinnnniiiceiinienenennnnn 38W
Z0OOM 001, SEIECE .....cvvrerreenreseassesssressseserssssnssesssssnsssessssesssseseseees z

Accurate for DeskPaint, version 2.0

8 command  « return keypad key
< shift »> enter = space bar

== option £ escape F1 function key
A control @ delete ® mouse click
| tab ® fwd. delete ““k mouse drag




4 FullPaint

Toolbox

R[R[€[G]@[0[@[OIB[0] [ /X [=-=|Sh[2] D

Lasso
Marquee
Hand

Type

Paint can
Spraypaint
Paintbrush
Pencil
Eraser

Line

Rectangle

Fill rectangle
Rnd. corner
Fill rnd. corner
Oval

Fill oval
Freehand

Fill freehand
Polygon

Fill polygon

K to select irregular part of painting
"R to select rectangular part of painting
"k to move page in window

'k to set origin for text block

K to fill an area with current pattern
“"K to generate pattern of loose pixels
““k to draw lines in brush shape

““R to draw or delete free-form lines
““K to delete general portions of bit map

"R to draw straight line at any angle

"k to draw transparent rectangle

"k to draw filled rectangle

"k to draw transparent round rectangle
K to draw filled round rectangle

"R to draw transparent ellipse

R to draw filled ellipse

"R to draw transparent free-form shape
"k to draw filled free-form shape

& to create corners of transparent polygon

® to create corners of filled polygon
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& FullPaint

Menus
(<Dt Goodies windows Font fontsize_Style )
New
Gpen ... m
Close Undo %2 Ruters viccumantl %
Save S D 2 %2
Scve fis ... Cut 2N 6rig %6 No Dacument 523
Revert Copy t {4 fotBits ®F No Document -4
Paste »v
Print Broft Ctear Show Pages ... Clean Up Windows
Print ... Edit Pattern ... Stack Up Windows
invert Brush $hape ...
Quit Fit) .| Brush Mirrors ... Hide Toois X7
Trace Edgss RE Ruter Units ...
Filp Hor
Flip Lertical Preferences ...
Aotats
Free Rotate
Skew
Perspective
|_Distort
Chicago 9 point
Courter 10
6ensva 18
Hetuetico 14
Manaco 18
Symbdol 24
Times 36
48
k¢ Align Middle
Align Right
60




4 FullPaint

Keyboard Equivalents (1 of 3)

Actual size/fat bits, toggle.............. %'k pencil icon or 8% */pencil
Actual/fit in window, toggle ........ccceeuecuerererreranronnen % hand icon
Align text left ...t
Align text middle ......cevvevininiencrirnn
Align text Fight ...,
Autoscrolling selection .........coovviriinenens
0] 1o 5 OO
Brush shape, select........cecovviiviicinninccnnne
Change to next typeface .........cccoevuvunuenene
Change to previous typeface
Circle, Create ........eeencvriisinsniinnienissisnsasassiesene
Clean up toolbox and palettes .........nnnicsnnisiniisininn 3BW
Clear element .........coueveneiineninennineiisiieiiseisenisesesssssnees &
Clone selected element ..........ciiiiiniiceniininneinnneeenne, SR
CopY €lemeNnt ... 38C
CUut ElemMENL .....cvvverivericririsrisiiiiiiitteceereserresenesesnesesessesnssrssnsarees 38X
Draw with selected element............c.cccecvvrecvcrvunnnse 88~=""R element
Edit brush Shape ......c....coeeesesmenensirnnenrennnns 38%% paintbrush icon
Edit PAttern «.c.cveveveemeceeerencnenesisesssnaseseseseessnasens %% pattern icon
Erase Window ... %' eraser icon
Fat-bits view $ize (80076) ...ccevreererrmrrsreriireseeesiesesnnssnesssnessessnes 8F
Fill with transparent pattern ..........c.cocvsseveressoresssinas 38 choose FiLL
Grab pattern off page (gridded) ........ccoevrrivnrrnneiicrsncnann, % while
Partern dialog displayed
Grab pattern off page (nongridded) ...........ccoecvvererrererrenens 8% while

Parrern dialog displayed
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% FullPaint

Keyboard Equivalents (2 of 3)

Grid, activate/deactivate ...........cvvrernmrenncnninninsinnnrnnnereessenns 386G
Hand tool, select temporarily .........coovureriniviinisisnseenanns =S '/ pencil
HelP covveiicnininrineneninesenesssnerenaserseenees &H or & question mark icon
Increase type §ize ........cc.ceene T 38>
IEALIC OXE ..cevrerrrererernrecesinniensicsnsessessssorerssassassnosssessesssnsresssssssnsass 81
Lasso without tightening...... SR ¥ lasso
Lines at 45° angles, create........... "% ¥ line tool or polygon tool
MEasURING UNiTs dialog, display ........ueeeiecerevconnccennnnnee ®'%k ruler
Move palette...........cccocervernreennnne et aenes SR
Move selected element in 45° direction .........c.ccevvveercrvrereanes St
OUtlINe tEXt .....occvviiieriitiriiiiinicciiteistoeetensr e rssnersssssnessos 380
Paste element in center of window ......c..ccccervereerenerrnsrereneerenens ]
Paste element in upper-left corner
Patterned lines, Create .........cuenricvesnrisencons
Perpendicular lines, create ..... ™"k */any painting tool or eraser
Plain teXt ..ovvervivererinnnirnnnisinniessnnesenesesnesisesesesnsssssesssesssessaens a8Pp
Reduce type Size .........cocoveermmniiniciniinienn e a8<
Scale proportionally ...........ccoccevenrrennnnneee 38"k marquee corner
Scale selected element .............coccecrirnininnen 887"k marquee corner

3#8 command + return keypad key

© shift o~ enter — Sspace bar

=8 option & escape F1 function key

A control & delete " mouse click

i tab ® fwd. delete "R mouse drag




4 FullPaint

Keyboard Equivalents (3 of 3)

Select contiguous iMage ........ceeeieeerresesirsmsorersmrsesersisinns &%k Ylasso
Select entire doCUMENL .....ccccvrininoriecicriisiscanns "'k marquee icon
Select Window .........coceervernuscrsrscensersuenes %% lasso or marquee icon
ShadoW teXt......oereriiinininnensss e 38s
Shapes with patterned outlines, create......~S™ Rk */any shape tool
Show/hide Menu Bar ........coccoviiieinnieriieriiorsrmreensnrsssesesessscsaresns 38A
Show/hide toolbox and palettes.......cccccecverrrereneesrererseenes 36T or =
Shrink marquee to bit map ....c.ccccveiireiinisiincnenes 38R ¥ marquee
SQUAre, CTEate ........ccvcvevrrcresnsniiisierisessesanaas ©""K ¥rectangle tool

Switch to document number [#]

Trace edges of selected element

Trace edges with shadow effect

Transparent patterns, create ............covevveivrens 387k ¥ paintbrush

or spraypaint tool
Transparent shapes, create ............ 38"k Y any filled shape tool
Transparent straight lines, create .........cccooceveuene 88"k v line tool
Underline text ........ceveneemennsisiseisresensenisnensresssssosssssessssnsssrssassses a8u
Undo/redo last 0peration .......c.ccoceenivensnrnnnnsrisssssesesnnne 38Zor~

Accurate for FullPaint, version 1.0SE

38 command « return keypad key
¢ shift o~ enter — space bar

=S option £ escape F1 function key
A control @ delete % mouse click
= tab ® fwd. delete "R mouse drag
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& MacPaint

Toolbox

Pl Marquee R to select rectangular part of painting
Lasso ““K to select irregular part of painting
Hand "R to move page in window
Line “”R to draw straight line at any angle
Paint can K to fill an area with current pattern
Spraypaint "k to generate pattern of loose pixels
Paintbrush K to draw lines in brush shape
Pencil K to draw or delete free-form lines
Eraser K to delete general portions of bit map
Type 'k to set origin for text block
Rectangle "\ to draw transparent rectangle

Fill rectangle ~ “"K to draw filled rectangle

Rnd. corner “R to draw transparent round rectangle

Fill rnd. corner & to draw filled round rectangle

Oval R to draw transparent ellipse
Fill oval R to draw filled ellipse
Freehand "R to draw transparent free-form shape

Fill freehand "k to draw filled free-form shape

Polygon k to create corners of transparent polygon

RIR[C[C[O0[B[0[B]O] PRS-/ 0

Fill polygon ‘R to create corners of filled polygon




& MacPaint

Menus
(€A@@ ccit_Goodies Font Style Potterns Tools b

New ¥EN|®N
Open... *®0 | ®0
Close ®W|xw| | Undo ®Z | %2z
Save =S |%s Cut ®H | ®H
Save RAs... %A Copy ®C | ®C
Revert To Saved Paste *®U | =0
: A = Clear
Teke Snapshot »nY %= = - — -
Throw Rway Snapshot Invert ®J
= = = Fill ®F
Page Setup... Trace Edges ®E | %E
Print... =P Flip Horizontal ®H
Print Selection... Flip Uertical ®ny
e e Rotate ®T | %7
Quit %0 | %0 y T
Revert To Snapshot %A | ¥R
Turn Grid On 6 | ¥6 Chicago 9 point
Draw From Center Courler 10
Show Mouse Position *K | %K 12
SEnB—— Helvetica 14
Zoom In M| ¥M Monaco 18
2oom Out ®L | %L Symbal 24
Show Actual Size BF |- Times 36
i\ i i~ (12 48
Shortcuts... #H %/
Preferences... +Plain =P
Edit Pattern... Bold ®B |%B
Brush Shape... talic =1 | %l
Brush Mirrors... Underline #*U |®U
Scale Selection... [0utice]
FER— AT SSIETAT SR mm
ocumeni EANE ] L e A
Documeni2 %2 | %2 Align Left
Rlign Middle
Patterns m_| Align Right
= +Hilnn
] ]}
=] ]
alnole
Al [Ow
&3 | &

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 (1 of 3)

Actual size/fat bits, toggle ..........cccoceeecerrrrrerenrnencens *k pencil icon
Actual/fit in window, toggle ...........oceveeecvniririserenenens ®% hand icon
BOId teXt ...vcovireriiiersinriinienecien et nsae e ne 3B
Brush shape, select.........cvcoviiiicinincncnnenan, %% paintbrush icon
Change typeface...........ccevvivmnvnnieinnniiniinnnnennnes BO> orBO<
Circle, create ......cccverernenne vrenrereeresenetsreesbesassesiasaes "R %oval tool
Clear selected element..........occovniiiinecvneninienenenc i &
Clone selected element .........c.cooeveivnnccivcninninecsnennens SR
Close current dOCUMENLt .......c.cevveersierecrerenssserinressaeressessssassssnns W
COpY EleMENLt .......ccvriiiinriisiniiisei st 38C
Cut eleMENL ........corveiereececnrirnnrenseeseresenesniiissessssorasssssssasssenens 38X
Draw frOm CENter......c.ocveeerereaerereesereacesaas "k any shape tool icon
Draw with selected element..........cc.cocevvivecucnancn. 388"k element
Edit Pattern .....ccccciereetresenrerencesensisessseesssessesssnenss %' pattern icon
Erase entire document ..........coueccicrcnenesinenereccnens {%’k eraser icon
Erase Window ... ‘&% eraser icon
Fill beyond current window ........ccccecevniniviniirencnn {+'% "/ paint can
Grab pattern off page.........c..c.... 'k with PatTern dialog displayed
Hand tool, select temporarily ........ccoviiivevenineiiinnnniniiniiicinienens =S

3 command « return keypad key

{ shift o~ enter w Space bar

=S option & escape F1 function key

A control @ delete % mouse click

=+ tab ® fwd. delete "% mouse drag




& MacPaint

Keyboard Equivalents (2 of 3)

Increase 1eading .........cccovuviienrinnminrincscnnnncsirinentneeecinenene B>
INCTease tyPe SIZE .....cocvvivvrvenienersininiiisiienceesee s enas 8>
IALIC tXE.1errerreeereecerrerisenineese et isresaesrosneseseeseeeeaeaeaseessosnensass i |
Make selected element transparent .........c.occocovnecveecicrcnncenens L I
Move selected element in 45° direction .........ccevvevuererencnenenes L
MOVE WINAOW ..o.eeceeciriirnriieereeenccinenenesesseeennns 38" */hand tool
New dOCUIMENE, CIRALE ...eovvrrvreerrreereriieiserrssesesssseeesssssesssssnsssseess BN
Open existing document ..........c.cocvnninrnirennne, 380 or =< on launch
Paste element ..........coeceveetiiincemrinieeseeesenesreseereerressesessessenssnsses 38V
Pattern palette, display at cursor position ........c.cceeececinncnriens P
Patterned lines, Create ......c...ccovevmvennirerivenrsreesnnnens 87K ¥ line tool
Perpendicular lines, create .................... {>""K  any painting tool
PLAin tEXE .eeucrveeeerereerianreinresiesssestssssesseessessesessaensereesanessessenaosenes 8P
Quit MACPAINL ....covvurrereeecriieicrireeeinessiseererserereeeeressessessssssssnsons 380
Reduce leading ..o 3b~s<
REAUCE LYPE SIZE .uvovereveiiririnnrectieranieeereseesesnssensssnsnsressssnssesnans 38<
Revert document to snapshot ............... 38R or 8%’k eraser icon
Revert to snapshot selectively ......cocecvenviiininrennnn. 887"k Weraser
Revert window to snapshot .........ccccevrnirnnnnne 3#'h'k eraser icon
Rotate selected element by 90°......cccvvvvrvecrnnrnieccnnnnnriensennnenns #T
Save Painting......ccceevviiiininiiinineie st et annes 38S
Scale proportionally .......ccccceceevirrennnenenes 384"\ marquee corner
Scale selected element ..........coceevirineireninens 38K marquee corner .
Select document .........ccevvnierisncrinnen. $+%% lasso or marquee icon
Select window ........cocccveviiiniininnereennne 'k lasso or marquee icon

Shapes with patterned outlines, create ......38™ "R */any shape tool
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& MacPaint

Keyboard Equivalents (3 of 3)

Shortcuts screen, display ...........cievvininirenererierereresenininessenens 38H
Show/hide actual-size Window ..........cccocevvviercincscninnecceerennn 38F
Show/hide mouse-position indicator ...........ccoeevriieriniicrininn 38K
Shrink marquee to bit map

Square, Create .........ciiiniinninninisiinn.

Switch to document nUMDBET [#] ....ccccvivvenrerennneriniieennerinneen 8(#]
Take SNAaPShOt .......cccvvueniniriniricnsniisnieees 38y
Tear off menus .......c.coveernivereiirsenes "R PATTERNS or TooLs menu
Toolbox, display at cursor position ...........ccecvvcvenrirenrininsniininins T
Trace edges of selected element ...........ccevvirevininivecicniniinicneas 38E
Trace edges with shadow effect

Transparent shapes, create ............ 38~""R “ any filled shape tool
Transparent patterns, create...........ceeeeueeeer 38K */ paintbrush tool
Turn grid on/off ....ccvvivevnieiininnniniin 366
UNderline text ........ccecvvmirermrensnsesncsnesisnunsisismssssssesesassssesesessses 38U
Undo/redo last operation .............cceeeriernsnsninsneniennns ¥Zor~oro
AST5) 1 OO 38M or 8% */ pencil
ZOOIN OUL ....ceovrerrrresnsessesnasssasnsenssssssssssossrssens 8L or 8% v pencil

Accurate for MacPaint, version 2.0

88 command < return keypad key
4 shift o> enter - space bar
=S option £ escape F1 function key
A control @& delete % mouse click
! tab ® fwd. delete "R mouse drag




& 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.

Erasing sizable areas. To erase large areas, but not the
entire screen, lasso or marquee an image and press
the BACKSPACE or DELETE key.

Patterned lines. You may create a line or outline in the
current pattern by pressing the commanp key when
drawing with the line tool or one of the shape tools.

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
Epir menu. If there are any enclosed white areas in
your elements (such as the inside of the letter O), erase
“holes” into them with the pencil tool so they don’t
become selected.

Thickening a line. The Trace Epces command is ex-
tremely useful for making existing elements heavier or
thicker. To thicken a line, select it with the marquee
tool and choose Track Epces. Then select the paint can
and click inside the hollow line to fill it in.
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Transparent patterns. To {ill 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 Epces 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.

8 CURS from MacPaint 2.0 |
=

® 2 »

ResEdit allows you to edit any of MacPaint’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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2

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 36A

Take SnapsHoT  38= (leaving 88Y open)
PRINT 3ep

INVERT 7 38J (381 is already taken)
FiLL 36F

Fup HorizontaL  36H

FLIP VERTICAL RY

SHow ActuaL Size 88-

SHORTCUTS 38/ (it’s like HeLp, after all)
PLamN 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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®, PixelPaint Professional

Toolbox

@R

re=q
|

| I’}

J 2| Q= >

@<

Lasso
Hand
Paint can
Paintbrush
Dropper
Waterdrop
Line
Rectangle

Polygon

\

Reg. polygon

Marquee
Type
Airbrush
Pencil
Eraser
Finger

Arc

Rnd. corner
Freehand
Oval

"k to select irregular portion of painting
K to move page with respect to window
"k to fill an area with current pattern

““k to draw free-form lines in brush shape
& to grab colors off the page

& to dilute colors in painting

K to draw straight line at any angle

“k to draw transparent or filled rectangle
% to create corners for geometric polygon

"Xk to draw equilateral polygon

K to select rectangular portion of painting
& to set origin for text block

"k to generate pattern of loose pixels

“% to draw or delete free-form lines

"k to delete general portions of bit map
"k to smear colors in painting

"k to draw quarter ellipse

"k to draw rounded rectangle

"k to draw free-form shape in line weight

"k to draw ellipse
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®, PixelPaint Professional

Menus
(S} can options Mask Brush_Effects )
New %8N
Gpen... %0
Undo 82 Soft Edges
Merge... M| Transparency
cut *R No Background
Close R Copy RC|| Mnmnree
Seve %S Copy using » :::: :::':::'m
Saue as... Paste ®U Mirror Horlzontal
Revert to Ssved Clear *®B Mirror Dertical
Document Setup... setect Last ®L :::::ﬁ ;f;;‘
Page Setup... Ognamic Effects > Bistort
print... *P Froe Rotate
e i e QuickEdit Cotors... RE Per
Quit %Q Slanlr
Arch
Oouble Areh
Ballcon
show Coordinates %A Use Mask %0 Rpply Fill Effect %R
Turn Grid On %6
R Rdd Last To Mask %1 vl Effect
Atrdbrush.
Brushes... Clear flll & Shadow
Colors... Reverse e
Fill Effects... e Invert
Fractality... Hollow Fill
Patterns... Thicken Sprinkle
Polygons... Thin Trace Edges
Shadowing... ——
Stmilerity... Shotw Mosk %K Smooth
Effects Setup... Sharpen
—_— B Lighten
Preferences... xY Derken
ST Tint
Ouerview... e -
Pose... ®F Diffuse
Emboss
Mosaic
Posterize
Warp
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®, PixelPaint Professional

Menus
[ Lo I oo m
vShrink to fit vNorma!l v Normal Chicago 9 peint
Effect Effect Courter ijo]
Use Simitarity | |- e v08
RutoStip vfree Font > Hetvetica 14
. Polygon Size (3 Manaco 18
vFree Spline Styte 4 symbol 20
Polygon g Times 24
Spltne MecPaint™ vAlign Left ——— 27
speckie RAtign Mtddle | v Platn 30
Cycle Speckle Align Right Bsla 36
Shrink to FIt Greffiti I1ollc 2
N | bagetoe | | s
Use Similerity Normal DatHoe 50
vNormal Effect ”
Effect gther...
o e e | -
Effect vFree Polygon | |vNormel
S — Polygen Spline Effect
Use Stmilority ?pune . Cycte Pickup Foreground
m Ccycle Pickup Beckground
Biffuse Pickup 8lend
 Eetana! Lighter m— Pickup Pelette .
e e e Darker Effect T T
Cycle Tint Use Stmilerity
Fractal Shade vFree
Radiel _.u _c;t_b. __‘;. Polygon l( tangle
se Clipboar spline erm
Cycle Redial p
v Normel v Norma!
J::,:T: ! Effect Effect
Bezier vFree vFree
spline Palygon Potygon
Cycle Arc Spline Spline
:qz:: 2:;:: fingerPaint Paintlrop
Push
Stide

The menu to the left of the Effects menu changes
depending on the currently selected tool
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®, PixelPaint Professional

Keyboard Equivalents (1 of 5)

Actual size/fat bits, toggle ..........coeeerverrrerrrrreneerenne %% pencil icon
Add last image drawn to mask .........cvveriiinicniiisininiiisininin, *I
Airbrush properties, alter...........ccoeivieenenecsrnene 'k airbrush icon
Airbrush tool, SElect ........iviniininiininiiniinineneeeneeeeseseesensnsnas A
Align text left........ccorvececrrernencsreresens 3L while type tool selected
Align text middle (centered)............... 38M while type tool selected
Align text right ........ccveerirceinininnnen 38R while type tool selected
Apply fill effect to selection ........ccvuvvrnninnis s nnnes 38R
Arc tool, select ceeeeses ettt r st b s bR eR bbb ebestens C
Bold texXt.....cceerrcvnrmeenrisnsnrnsessoscsssesnsrens 38B while type tool selected
Brush shape, edit .........covervrrnresincenes %% brush shape in dialog
Brush shape, select .......c..ccveerveinernniniiecsninnns ‘% paintbrush icon
Cancel OPeration ..., ¥.ore
Change to next tyPeface ........o.eceviiiiiieerenenteerucesecsesesesesssenes B>
Change to previous typeface .......cccinnnisnnisiinneniinininnnnes BO<
Circle, Create .......coceeirniininssnenninieen, 4"k Woval tool
Clear element ..........ccccevceinnisnniiisinennnesesseresnssns #Bor@
Clone selected element ............cocomnininniniiinnenini. TR
Close current dOCUMENL ....cccovcrvirrerreristiniissssesssssesssssssssisessssssseses £
Color palette, CUSEOMIZE ....ccervreressiesereinrneneeneenae &% color selector

¥ command « return keypad key

{ shift o~ enter = space bar

S option & escape F1 function key

A control @ delete ' mouse click

= tab ® fwd. delete ““k mouse drag
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®, PixelPaint Professional

Keyboard Equivalents (2 of 5)

COPY ClEMENL ...eevrreeirririririresresecsrsrsssrsrsrss s essasestsasasassasetone 38C
CUt BIEMENL ....coveveverevrererererisesresmsresessistsresesesssrossssssssssssessasasssess 38X
Cycle COlOrS ....cvvveeencecinerirencsesasessassseasns {+% while caps Lock down
Decrease scrolling speed .......c.cvvniiesnncisisinisnnns sk scroll arrow
Detailer box, display .........c.coniniinnneieinininnisnininns 1"~k */dropper
Draw with selected element...........cceesineniiisnnnnn 3}=s""k element
Dropper taol, SEleCt ......vvrivreerneeciiiiinni e ~
ETase t0 Wit ...cveververeuneeieinieeeseininseneessssssreressnsnsosesens sk Yeraser
Erase Window .......ccccveevencnieecrnuennncensnsnssesesssssens &'k eraser icon
Eraser t00)], SBIECE.......cooveeivetiriireerstreecstveesesaeseesusesesasesessnsasessranes E
Exchange foreground and
background colors............... 38"n “/spraypaint tool or paintbrush
Fill effects, alter ........ocoviiniiiniiiininnnienncnns %% paint can icon
or shape tool icon (except regular polygon)
Filled 0val tool, SELECE .....cooeeeeierreeecneerrrereenirresreeseeeesesanessessenes 0
Finger tool, SElect ........ccvvivininininnnniiie ]
Grab background color off page .........corvueererererennnn <’k v dropper
Grab blend color off Page ..........ccoverveirsersivseercereesnnnne s’k *7dropper
Grab foreground color off page ..........ccovvviiiviininnan, % 7 dropper
Hand tool (grabber), SElect ..........ccceeeevvricrivnrinensnnnreniereereseesessesnenes G
Hand tool, select temporarily in fat bits ........ccocceevevrrerriercnriees =S
HEID ittt essessnsaasesens 38H
Increase type Size ..........cceeeermerisesnenrenniinii s 38>
Italic text ......cccrveerreercnicviinercccrenneennne 381 while type tool selected
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® PixelPaint Professional

Keyboard Equivalents (3 of 5)

Lasso with marquee tool.........c.cccerernsiineniniennieneresnnneseeenens <R
Lasso without tightening ............cccoeeiviiininnircvernenee =Sk ¥lasso
Line fractility, alter ........c.cccoeerverernrernerevenerneneneererennens %% line icon
Marquee tool, select ...........c.cunee. et S
Merge images from different files.........ccovrnrrnsirncnininencnn, 38M
Move selected element in 45° direction ...........ccoconivvervierennas L1
New document, Create ..........cvvevesriririsnsennressenseresessensrsasassesesnsns 38N
Number of
equilateral polygon sides, select ............. "'k regular polygon icon
Open existing document ..........cccovvevenenermninnminm. 380
Outline text.....ccceviismricrennnosnerersseesens 380 while type tool selected
OVerview view SiZe........cccernmrmerrnssereecsnnsesesesesnenes &% hand icon
Paint can (fill tool), SEIECL ........cevveeererercreriinreenr e e F
Paint small speckles........cccorriviriirirninnnns <SR */spraypaint tool
when SPeckLE effect active
Paintbrush tool, Select ... B
Paste element .........ccccociinininneiinneinisieieeeesseeneen 8V
Pattern, €dit .........cervrrerrereivessssssssssssensnnnnnnnenss R R pattern in dialog
Pattern, SElECt .......cccervererererserirensuerersenensissssanss %'k pattern selector
Patterned lines, create..........cocveeriniinanes =S““k /line tool, arc tool,

or pencil (except in fat bits)

3# command « return keypad key
¢ shift »e enter — space bar

=S option & escape F1 function key
A control & delete % mouse click
! tab ® fwd. delete K mouse drag
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®, PixelPaint Professional

Keyboard Equivalents (4 of 5)

Pencil t00l, SEleCt ...t
Perpendicular lines, create............c.oenn. £~k any painting too]
or eraser
Plain texXt .......cccvveeeerermrmrerssnennsrssessnsionses 38P while type tool selected
Polygon tool, Slect ... e P
Pose, display painting only .........ceevieinicisesnecnnne 38F
Pose momentarily ........cceiiiicninenenes 38F while caps Lock down
PREFERENCES dialog, display........cuvivinivenisinnmsesesiiececenecensnnens a8y
Print doCUmeNnt ........uivieiminnrnniniiieeenes 3P
Quarter circle, Create ........ccouiineaninenerissecsseeeesaenes $"x Warc tool
QuickEdit color box, display ...........cuerevveverereraressnseransnrssnsnns 3*E
Quit PixelPaint Professional.........c.ccveevruereerereruesreesessnesneesnessens 380
Rectangle tool, Select .........cuviiiinniniisniinneisseneneeesansesseseseenes R
Reduce type SIZO ... escsesessesneressssone 38<
Regular polygon tool, $elect ...........cccovvumnennnnirinssienininsinnnnninninsnens Y
Round corner tool, S8l6Ct ........cccvvieiniiniiririsenrisesnnniinissniesiens D
Save Painting.......c.iiminiiiiiissossess e 38S
Scale proportionally ........ccevniiiniiinninins 384 ""® marquee corner
Scale selected element ...........ccocveiviesuninns 38"k marquee corner
Select entire contiguous €olOr .........cceerererrerareees ..88% Ylasso
Select last element selected .........oovciviviiicerisnniccecnnnnnrsiseeeenes #L
Select multiple
NONCONtIGUOUS ATEAS ..c.cevernereriesviverrvrersne "% W lasso or marquee
Select Window .......ccccoveeiviinenrensisensissesiscenisnsenn %% marquee icon
Set line weight ......c.cceveuecrinsenrirernrereserinens %% line weight selector
Shadow text ........ccovuieecrerinrernienririrenns 38S while type tool selected
Shapes with patterned outlines, create......................... SR

*/ any shape tool
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® PixelPaint Professional

Keyboard Equivalents (5 of 5)

ShOW MASK ..ccvevierririiiinireirecrsesiencisineercsterenssnseressessesssessssesseses 38K
Show/hide cursor coordinates ..........ceerernniresmsesenisscseneniens 38A
Shrink marquee to bit map ......ecoeviiiiinnnisnrennas "R Wmarquee
Square, Create .......cviininnicnissiisiessessenaen {4k Yrectangle tool
Turn grid on/off ...cciiceiicciininiii o ees 386
Type tool, Select ... T
Underline text .......vevvveennicrnencriennens 38U while type tool selected
Undo/redo last operation........ccceevvimcnvennvinncrenreniiinens #loro
USE MASK ...cvveeririrereriesentonsorsnnmssssssiesisstsesiesssisssssssssesasacscseesssnses 38U
ZOOIM Q11 cvvvveriiennererssssssnsesesnsssessssssssssensrsssesssnsassasasesas 3% */pencil
ZOOI OUL ©.vvvoreeresseseseresessessessssssesssssssesesssssssssesssees 84 ® v/ pencil

Accurate for PixelPaint Professional, version 1.0

¥ command  « return keypad key
{ shift < enter - space bar
=S option & escape F1 function key
A control @ delete % mouse click
1 tab ® fwd. delete "k mouse drag




% Studio/8

Toolbox
i}::> Lasso
;:: Marquee

\l
Y

QB>

3

LNEREREL

Poly select
Type
Hand
Eraser
Airbrush
Paint can
Dropper
Paintbrush
Pencil

Line

Rectangle
Rnd. corner
Oval

Rotated oval
Reg. polygon
Polygon
Freehand
Curve

Bézier

R to select irregular portion of painting
K to select rectangular portion of painting
"k to select polygonal portion of painting
® to set origin for text block

"k to move page in window

"k to delete general portions of bit map
"k to generate random spray of pixels
"k to fill an area with current pattern

'k to grab colors off the page

"k to draw free-form lines in brush shape
"k to draw or delete free-form lines

““k to draw straight line at any angle

“"k to draw rectangle according to modifier
R to draw rounded rectangle

"k to draw ellipse

"k to draw ellipse then ™"\ to rotate

"k to create equilateral polygon

% to create corners for geometric polygon
"k to draw free-form shape in line weight
"k to draw line then move mouse to bend
"k for smooth point, 8"k to end curve
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% Studio/8

Menus
Epmn Seteclion Brush_Tes! Mosk _Color_Goodies Windows )
New %N
Open... %0 m m
b Undo %2 Font » Chicego
Close wwl | o Size » Courier
save xS Cut 4] Stgle » Geneve
Save Rs... Copy %
Saue a Copy... Paste %0 Choose font... Monaco
Revert toSaved | | Ctear | formemmr - Symbol
e e vRlign Left Times
Setect Al Rlign Middle
uo"‘.’?éi‘f‘“ || peste r.unn color auggn Right vPlain Tent
Print Preview... | | ) Botd
Page Setup... nupllmle %0 Jtalic
Print... %P Undertine
e . Premren:as Wm
Quit %0 mmmm’e
Entend
m [
Last Object -> Brush %8B Turn Mosk [1{} BM] Msnual Slip Colors... Low
Trace With Brush %7 B [ e |1 Bad:1
e e s Mosl: Selacmm anty Oefine Gradients... High
Load Brush... fdd Setection to Mask Define Cycte Colors...
Seve Brush... e e e ~~4 Cycling on %6
e - Mask Color... e e
thoase Btusn Remask Color %K Replace Colors...
Edit Rirbrush... — o e e} Foreground <-> Beckground
Brush Handtes... I.oad Mask... e - s e
e Save Mask... Tint Level 4
Singte Color %1 e 1t ———
vPaint ®2 Invert Mask x| Customize Peleue =
Neon %3 Show Mask Switch Patette...
e - == Clear Mosk i —
l’tnl %4 [dl( Color...
Dorker x5 Add Cotor...
Lighter %6 Color Picker...
Keep Darker %?
Keep ‘-'9"'" %8| ["multi Drewing “None 73
[ o Cross-Hatr White 4
$::m coto %9} | magnifying Glass %U Black 5
ercotor
Color Mining Mognfyoma _* 5
—— . show Oraft Pnge m Perspective... 8
Slide #0{ | copyTo Oraft Poge 9
Smear %- Release Oraft Page 10
Smooth x- Irnmpalem Pnge
uaﬂne Grld
Hide Auxn Windows RE Show Grid vOegrees
Hide Tools Window Set Origin » Radiens
Show 16 Colors Window S
Show Coorclneles Regular Poly »
e S Units »
mncumenll Round Corners...
Bocument2 Edit Pattern...




% Studio/8

Menus

Select =4 Normel tnuert
Loed As Selection... Mixed... Smooth
Save Setection.. Keep Darker Blend
o i e s Keep Lighter Tint
£t %F I Trensparent Background ]| Oarker
Plekup » = Lighter
Outline J 2= Horlzontel %H
Process Cotors » 2=
e s s fllp Free
Ftip » 1 Ciib Uertical %Y 8y Rngle...
Rotate » 90 Begrees %L
Quick Parspective » w Horizontal
Sheer » a?
Bend » !3 Derticat R
Resize %R ]_l__ §§° Vertical
Oistort
] W oenan
Define Perspective...
Perspective D Bend 2
Fill Perspoctive Plane b

Simpte 0 Bend 3

Low g
tHigh Rntialiesing

Tool Modifiers
No Shrink q.m:ua Object I
vShrink Tinted Object
sStirink @ Transparent
Expand (@|6redient Fill To Shape
Uniform Gradient Fil

vBackground Slip
Manua! Siip E vConstratn 0ff
Ruto Slip Canstrain On

vPrimary Window Magrify T
y Window Magnify
Entire Window Magnify
[NJ]vTormer To Corner
freme Onty Center To Corner
vframe Rnd Fill
Fill Onl,
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% Studio/8

Keyboard Equivalents (1 of 6)

Actual size/600%, toggIe .......corereeerececerenrrenrrenrenas 'k pencil icon
Actual vIew Size (10096) ..cceveeevrerveeeererreiirrnesnessssseessneeessessesssessesas 1
Add point to CUTVE......ccvrvcrererersseareeranans A% in Bézier edit mode
Add point to polygon ........cceerinrernerennns Ak in poly. edit mode
Airbrush taol, SEleCt ...........cccccvvvmnieiiiiiinnssieriensnneeensene A
Bézier edit mode, exit........c.orreririirinrinenns % any tool icon or
Bézier tool, select ... 2
Blend on-screen colors beneath brush ........ccccciivininicicccnnnnn. 389
Brush shape, change .........ccccooeveevirercnnnrnennennns %% paintbrush icon
Cancel command and revert ..........coevevvcvcresisisisesisenenes Qor@L
€ancel OPEration ...........c.coercririsesisrsssireresesensraseseessssrsnsesrssseseses 8.
Center area in 600% VieW SIZe .....ccoovveersiresesssessesenens 'k v/ penci
Change background color/pattern...........ccoceovririenvennens ¢ or 8-
Change brush setting ..........cccovvininnnnccniincnnieenn Tord

when airbrush or paintbrush is selected
Change fill color/pattern..........ccoeeviveiisnninninicscssinennns «or—
Change fill pattern ... [or]
Change frame color/pattern .........ccoevirecnerennenenncnnne ¥ orf—
Change frame Pattern ..........cccocviveecrereneeiecnerecisversressrersanss 38[ ordt]
Change number of polygon sides .......ceurvireeecccirenesniisosionnes Torl

when regular polygon tool is selected

3 command « return keypad key
{ shift =~ enter - space bar

=S option & escape F1 function key
A control @& delete ® mouse click
! tab ® fwd. delete "R mouse drag




% Studio/8

Keyboard Equivalents (2 of 6)

Change selection to brush (or vice versa) .........ccocvvvvercreseniennes 368
Circle, Create .......ccievreervesseneercisiresssosorssssansenes <4""x % oval tool
Clear element .........c.ccceieciuiierinieniiisesissiaseserennsiresasssesessessssssssses el
ClEAT SCTBEI ...v.vucvrecrirersecscssaseressssnssasesesssessessasssastens %'k eraser icon
Clone selected element ..........ccviimeiniiicnnnniennneneessesnssesnennes SR
Cl0SE CUITENt AOCUMENE ........covnreveomenireeesenereesmanessesessssesmmaseesenees 38w
Color cycling, activate/deactivate ............ccovreririrrrirscnsececsenens 386
Constrain modifier, toggle ........c..ccvvevinrineirnrininsensinnienennnenennnes 1
COPY BlBMENL ..ccvoiviniiriirisiiiiisissinsrssisssietsiesnssesesessassssnenessases 38C
Corner point with
Bézier handles, create...........ccovruvenririninins s’ in Bézier edit mode
Corner/center modifier, t0O8le ..........cccvenreriecrerrirenrrereoresseesseens =3
Curve tool, select
Curves at 15° inclines, create...... &K */ curve tool or Bézier tool
Cut BlEMENL ....covrviriiireerirccceneceereraresnenseressssssesssssessstesssssnsssssases X
Darken on-screen colors beneath brush ............cccevvveerecenvenresnnna. 885
Display hidden menu bar ..........ccccvvivivvnirerninsersioseenens e orye
Draw with element.........cccoceceericnnnnnnninsnenanne 888, "R */paintbrush
Duplicate element .........c.cococeiireeirnisinnnrnrererererenssneesssesnssssssens 38D
Edit 0n-5creen Color.........cocovuveveerrvnsnnesvennns 'k color / pickup tool
Eight times actual view size (800%)........c.ccccvrrererrecenrenss resrrerereeses 8
Ellipses at 15° angles, create .............ccunen. 7"k Yrotate oval tool
End BéZier CUIVE .....cceeverecereremensererarasensennne sk ¥/ Bézier curve tool
Equilateral polygons at 15° angles, create ............coceevererenene 4R
*/regular polygon tool
Erase to previous ColOr ......c.cevieiivcseeririsancsinens Tord, ™k “/pencil

Eraser t00], SEIECL.......ccvveeerrenrereinerreirrinisresreseessrsrsesseseessessesssessans E



Painting Software ¢ 171

% Studio/8

Keyboard Equivalents (3 of ¢)

Fill SElECHOMN c.ccuvveiririscissiniesnnessentsrienesrersssasessssesassssssssesnses 3BF
Flip element horizontally .......ccocevvnminincninniniennineeneneions 38H
Flip element vertically .......cccvvererrrniiiincrcserienessenesessessenens aY
Four times actual view size (400%) .....ccccevevrrerrrnrrsrennieeseecrenenenens 4
Frame/fill modifier, toggle ........cccceuruivmnmnininiicircnciinccccnn, 4
Freehand tool, SElect ..........cveevevrererriiinierneicenteenssesceneereseseseeenns H
Gradient fill modifier, toggle ........ccooeniniicicniniieceee 6
Grid modifier, toggle .......c..cniininininnnniic s 2
Hand tool (grabber), select ......cceeeveeereercrcnenrneniinenennessesesnennes G
HELP ittt a8/
Hide auxiliary Windows ......ccccceeveveniinnnnienennnnnnsnnnesseenesssenns 38E
INVert Mask .......ccocceericeciininmiinin e ¥1
Keep darker (paint over only if darker) .........cccoveverererevcinicnnnnnen 887
Keep lighter (paint over only if lighter) .......cccoccvnrnincciciiennne. 388
Lass0 t00l, SELECE ......ccereverenniiriiis st sncsnessssnens L
Lighten on-screen colors beneath brush ..........cconriiicricnnenn 386
Line tool, SElECt .....cccoceeirireeiriiiiir i \
Lines at 15° angles, create ........... £©""% */line tool or polygon tool

¥ command  « return keypad key

4 shift o~ enter - space bar

=S option & escape F1 function key

A control & delete ® mouse click

! tab ® fwd. delete R mouse drag




% Studio/8

Keyboard Equivalents (4 of 6)

Magnify grid, t0ggle ........c.ocririvrineireniiiiieneeesssssesiesens &=
Magnify modifier, toggle ... 9
Magnify to 600% actual Size..........cvevverrerrirrerecncencs 38% */pencil
Magnifying glass, toggle.........cooviviviniiiinniniiinsns 38U
Marquee tool, select ............c.u.e. cereseasetsasasstaaseasasaees S
Mask, activate/deactivate ... 3BM
Modify airbrush ...........cccevevereeeeieirererseenenreereannns %% airbrush icon
Modify COTNETS .......ccvvereeerererrrssrersnsersnas %% rounded corner icon
Move selected element in 45° direCtion .........c.coeeevercerecanrenses L
Move selected element regardless of cursor location............ AR
Move text block .........coieniviiiennininenes AR when text block active
NEeOon Brush ....c.ciciiniiiiiiiniiseeesesessesssnsens 383
NeW dOCUINENL, CTEALE .vvevveerrverrsreereririrnsssreesseessresssesssrssssessssesansas 6N
Open existing document ..........ccocvniininiescnnmoneneeesnn 380
Oval too], SELECE ...ttt 0
Paint can (fill tool), SElECE .....cuvvrviniiireciirierciriireeesieeeccsnreeesreeens F
Paint continuous strokes .........civviinissninnns Sk Y paintbrush
Paint with brush normally .......ccceceeviicirinnierernnecrcresnneneeeenes 382
Paintbrush tool, select .........cceeverciiiiiiiininniininicicaeea. B
Paste element ...

Perpendicular lines, create

Pickup tool, toggle .......cceiviiriiiniiiinininiiiiiensessees
Polygon edit mode, enter ...........ccevvirinriirerennas s’k */polygon tool
when closing a shape
Polygon edit mode, exit ........cccorverrisirsernennne % any tool icon or »~
Polygon selection tool, select.........cvuveiiiinicccnniniicsccnnnisisininene. X

Polygon tool, SEIECt ......ccvereririneirirniisisseesineereeneesesenssesasnesessaseanes P
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% Studio/8

Keyboard Equivalents (5 of 6)

Print dOCUMENL .......c.ccevvivrerenrenesesrestiieenentneeesessesssesessessesenes 3P
QUIL StUAIO/B .....eeeereeieeieeenrierneessresessnetessresseesseessensessensessaenns 380
Rectangle tool, SElect .........coiiniimniinniiieiineseen. R
Regular polygon tool, select .........ovvvevrieicriiienineninincnininninecene. Y
Remask COLOT ..o 38K
Reset all modifiers to original settings .........cceevvviivnnneene. e P
Resize selected element, free .......ccoevivvvcivveerninenns 38R, "k corner
Rewrap type ......ccccevvevvniinnrenccnens "R corner when text block active
Rotate element by 90° ........ccoiiinviminiminninn. F*L
Rotated oval tool, Select ......cccecinenriinnininciicnieniccinceneesesesaene W
Rounded corner tool, SEleCt ......cocvvveviriverenenincereneerreeceeren e D
Save PAINtING ...cccovcvririnr s £
Select background color..........coeveeernniiiicnnnnnnes sk ¥ pickup tool
Select foreground color ........ccccovvenviirincniicnnenanne. ‘k ¥/ pickup tool
Select frame COLOT ........coevreerrrrreerersesesenresnannnas 38% "/ pickup tool
Select last selected element .........cccccevvinnninninnnnenncnnneseeen 38A
Select multiple noncontiguous areas ....88 "Rk */any selection tool
Set magnification .........ccecvvvevicceiniinnencnnnennennnn. 1,2,4,6,0r8
Show draft page/document ........coevevreciinrinririniennineennnrenienens 38d
Shrink/expand modifier, toggle ........ccccoovumvnnervnnnciieccnncnnns 7

¥ command « return keypad key

{ shift o~ enter = Space bar

=S option & escape F1 function key

A control @ delete " mouse click

! tab ® fwd. delete R mouse drag




% Studio/8

Keyboard Equivalents (6 of 6)

Single-color brush

Six times actual view size (600%)

.......................................................................

Slide on-screen colors beneath brush ..

Slip colors modifier, toggle

......................................

........................................................

Smear on-screen colors beneath brush

Smooth on-screen colors beneath brush .........coovvvvevveienieeininees

Solid/tinted modifier, toggle
Special pencil mode, toggle
Square, create

Tint level, toggle
Tint on-screen colors beneath brush
Trace with brush
Twice actual view size (200%)
Type tool, select

Undo/redo last operation

Window size, toggle

......................................................

............ T or | when pencil is selected

...............................................

Accurate for Studio/8, version 1.0

..........................................

.........................................................................

............................................................

"R “rectangle tool

¥> 40

command
shift
option
control
tab

a3t

return
enter
escape
delete

fwd. delete

keypad key
= Space bar

F1 function key
* mouse click
"R mouse drag




Spreadsheets ¢ 175

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 Informix’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.



4 Full Impact

Ilcon Bars
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Il
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{O00/FFREEEE

FiLL RiGHT from EpiT menu

FiLL Down from EpiT menu

CLEAR from EpiT menu

Corpy from EpiT menu

Paste from EpiT menu

Move from EpiT menu

BoLb from FORMAT menu
UNDERLINE from FORMAT menu
ItaLc from FORMAT menu

PrinT from FILE menu

Currency from FORMAT menu
RecaLc Now from DispLAY menu
Save from FiLE menu ¢

GET [ELEMENT] INFO from FiLE menu
SwitcH IcoN BAR from DispLAY menu

Repuce from DispLAY menu

ENLARGE from DisPLAY menu

ZooMm from DisPLAY menu
PARAGRAPH from DRAaw menu

Pit CHART from DRAW menu

3D BAR CHART from DRAW menu

BAR CHART from DrRAW menu

LiNE CHART from DRAW menu
ScATTER CHART from DRAW menu
HicH-Low CHART from DrAaw menu
LiNE from DrRAW menu

RECTANGLE from DRAW menu
RoUNDED RECTANGLE from DrRAw menu
OvaL from DrRAw menu

SwitcH IcoN BAr from DispLAY menu
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4 Full Impact

Formula and Macro Icon Bar

Addition
Subtraction
Multiplication
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

o |t = MASM= ] 1 ]+

Clicking an icon in an icon bar is a substitute for choosing
the command listed



€ Full Impact

Standard Menus

(S A cait Format Disploy Draw Ulews Matros ]
New Document... %N
open.. e Font 3 Chicago
ol
to::':nelinks... %W style 3 —\’:ul': Teut|| courier
Close Document Size 14 » Geneva
Save xS Riignment » 1talle Helvetica
save As.. et Underline || Monaco
Revert To Saved Clear ®E | |~General Outliioe symbol
e = Paste Special... Currency Times
Get Range Info... %1 Select All A Percent & Point |
Get View Info... T Fined sLeft A Palind
Get Document Info... Show Clipboard Sclentific Center 10 Peimd
Modify Icon Bar... Insert... Logical Right 12 Polnd
Custom ¥ Keys... Delete... Date & Time... Repeating || 14 Poing
Move M Formula 10 Polal
Page Setup... Fill Right %R Decimal Places... 24 Patot
Print... %P Fill Down ®0 Custom b 36 Point
e Incremented Fill... | |- - . ]-
Quit %0 Sort... Commas Modify Format...
Table... L=l
Entract... Format 1
Format 2
Draw
Recalc Now ®x= Fill Pattern »
Recalc Dplions... Line Pattern » ®
Named Ranges... Lines » 2 S |[[111] oreen |
——] = LI SN [ cyan |
Freeze Horizontal Line NN - B RO BER
Freeze Vertical Rectangle BN S5 28R B
Set Page Break Rounded Rectangte ||| 7§ Vi ¥/ 7] Yoo |
Page Layout... Ovael ViA— —
Hide Grid Border
Hide Headings Paragraph Ple Chart
R RS Chart p |+ Stacked Bar
Reduce e A A Bar Chart
Enlarge Bring To Front Line Chart
zoom send To Back Scatter Chart
5 ” Snop To Grid firea Chart —————re
GoTo *G Split High-Low Chart >
30 Bar Chart Y
Switch lcon Bar Group
Ungroup 3D Surface Chart | 4———*
Align Ob jects... N
Enable Buttons Overiay Chart
Uiews View!l
New Uiew... View2 New Macro... Globall
Delete Viewh Uiew3 Delete Macro b —— Global2
—| [+ Diew1 Record Macro ) —
[UocumentBil 3 e Diew?2 Run Macro » — Locall Tind, Replace...
Document 2k H, View3 Duplicate Into  » Local2 find Again
5"";“ Syntow " —l Global.. Find Selection
rr::"nt size » T Document | —
Document 2|| Find, then Replace
Resource Tools... then Find

+9 Point
g:::::; 10 Point
12 Point
Locall | 14 Point
Local2 18 Point

Global

v wvw

0 t2
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4 Full Impact

Formula and Macro Menus

Msath 3 ————1ACos0 |
Loglc » CHOOSE() I ASING
String > ASC() ERR ATANO
Database » ORUG(O CHR( ERRGRO ATAN20
Stetistics » DCOUNTO LEFTO) FRLSE cost)
Finance » OMAR() LENGTHO || IFO coT0
Time » OMINO MIB) 1FE8R0 || erpo
Spresdsheet b DSTOBEVO NUM2CO || ISNULLO || fRRCO
J DSUMO AIGHT( ISNUM( INTO)
CELLO DUARIANCEQ ISTERTO |i LN
COLUMND NA 1050
DOCCUMENT ANNOITY0 | TRUE MOD0
HiNgERO | DATED COMPOUND() | L= .,
HLooKuP() || DAYO 080 8BS0 RANDOM
NCOLSO) Dol FUO RUS() SIGNO
NROWS() HOURO IRR() CEILINGO SIND
Numpages || MINUTEQ NPBO) COUNT() STRT0
OFFSET) || MONTHO PMT() FLOCR() SUMO)
PRGE NOw PU() MRRO) /80
ROWO SECONDO SLO MINO
VINGERO || TWMEO S0Vo0) ACUNDO
vLookurPO || TIME2CO STOBEUO
TIMEUALUE() SUMO
VERR(} UARIANCE()

Gperotors »
Keys »
Named Renges )
Gigbal Macros )

Loce) Macros »

Rangel

Bange2
#6loball
#6lobel2
#Locel2

l-'-».,|.vl.=—xq s+ 0 e

we g oonqouau»—]

A
"
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€ Full Impact

Commands Menu

Kegwords » {
J———— Close }
Flte » Clear Ctose_Document || greax
Edit » |— Copy Enport CASE
Format » Cut Import CONTINUE
Oisplayt » Detete New_Bocument || perauLy
Oisplay2 » Enter New_Ulaw ELSE
Orew » Entract Open ¥oR
Gbject » Fill_Down Gpen_Links 6010
Utilities » FULRIght Page_Sotup IF
Info » Hide_Clipboard Print MACRO
Gbject Info b Incremented_Fili|| Print_One RETURN
Rdd_Range ot gult STEP
Croate. ,.g Move :euoﬂ_m_suued switcH
9 euo T
Got_Range
Load_DefeultBars ::::;Ceﬂ ::::_Iﬁr:nﬂer WHILE
Load_Icon.Bars Paste_Special —
Modify_Renge show_Clipboard Add_format
Recetc_Now sort Align
Recatc_Options Table Commas
Remove_fange Curvency
Seve_lcon_Bers Clear_Page_Break Custom._fonmnat
Switch_icon_Bar Enlarge Bate_0_Time
freeze_Horizontal Bectmal_Ptaces
Freeze_Uerticel Fixed
Hide_Grid Font
titde_HeadIngs Formulo
Page_Layout General
Reduce Logical
set_Cotumn._tidth Modify-fFormat
Set_Page_Break Percent
Set_Row_Height Potnt
Show_6rid Protect
show_Heading! ermat
Unfrt Hor
Unfreeze_Uerticel Style
Zosm Unprotect
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4 Full Impact

Commands Menu

Keywords

» Rlign_0bjects
o Rrrows Rrea_Chert
File » Border_Sides Bar_Chart
Edit » Chart_Select Border
Formot > Chart_llew Bring_To_front
Count_Characters Enable_Buttons
Display! » Fill_Pattern Group
Display2 » Line_Pattern High-Law_Chart
Drew » Line_tWidth Join
object » Mgoue_Chart_Legend |} Line
Utilities » Object_Margins Line_Chart
Info » Object_Move Qual
Gbect taf » Object_Name Gueriay_Chart
|_Objecttnfo ) | I Object_Opaque Paragragh
Get_Chert_flevstion Gbject_Size Plcture
Get_Chart_0ption Object_Transparent ;Ie_lthm"t
Paragraph_Size ectangte
g:&:::::;:::;:‘e:;lue Hololge_l’umgmnh flounded_Rectangte
Set_Chert_Options Scoatter_Chert
Get_Chari_Type Set_Chart_Type send_To_Back
Get_fill_Cotor Start_fngle snap_To_6rid
Gel_Fill_Pattern Stert_Date_Points Sptit
Get_Line_Color Tent_Select Stacked._Ber
Gel_Line_Pattern m::: gs‘.l;:':bcmn
Gel_Line_tidth b
Get_Number_Gbjects 2_fxis 3D_Surfece_Chart
6et_Number_Parts fitert
Get_Object_Height Get_Align Backspace
6et_0bject_Margin Get_Column_tWidth 8eep
6et_0bject_Position Get_Commas Cormiage. Return
Get_0bject_Lidth Get_Date_format s:te:um:x
Get_start_Angle Get_Becimal_Places Get:smng
Get_R_Rxis Get_Font Get_User_Select
Get_Y_Axis Gel_formot Pouse
Get 2 _Axis Get_frozen Rename_Document
Get_Last_Cell genal:‘hBJ’lew
Get.Point crol
Set_Protect Soron-Fege
Get_Row_Height seroll_To
Gel_setection scroll_tindow
Get_Style Setect
Get_ Ttme_Format Select_R!)
Get. st Mave
indow_Size




4 Full Impact

Keyboard Equivalents (1 of 3)

Absolute referencet........c.iiiiiiini———— $
Accept formula, activate next cell down .........cccouvevervreennnne. 1%
Accept formula, activate next cell left ..........covvvvviinnrnnne, NS¢
Accept formula, activate next cell right ...........ccoevvveiriinnnnns g
Accept formula, activate next cell up .......ocvviciniiniininninnn, st
Activate formula Dar .........ecceereeeenerrerererneneseersnisssessesessisens ®'k cell
Activate selection boX........ccciicnnnnin 386
AddItIoN® ...t +
Argument SEPAratort.........cciiiiinieniin s .
ASSIBNMENLY ....coviiiiiitiin s 1=
Cancel operation ... 8.
Clear selected Cells......covviiiinnniiiimenn. 38E
Close document or macro Window ... 38W
Compute enclosed operators firsti...........ccocovvvnniicninnnns (and)
ConCatenation?®.......c et 1
Copy cells or formula ..., 38C
Cut cells or formula ........cocvivviviminicnenencrecinenneereenee e #8X
Display date .........ccconieniniiiiiniinnen, % clock while time displayed
Display time .....c.ovvveeereereeereeseerencreans % clock while date displayed
DiIVISION . oviveeteiinniii s /
Enter numbers or functions as text®..........c.ccevvirrerrrinrcnnnncsnsnenes "
EQUAL tO*....oiiiiitiiinrireiir e =
Exponential (to power of ...)% ..o, A
Extend selection range........ccveeveeecervernvnnssernnne £k across cells
Fill dOWN ettt e 38D

FAll TGNt eovsnnnvsvcvcssamsssnnsseresssssssssssssssnssssssssssssssssenssnssesssssssssens 38R
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4 Full Impact

Keyboard Equivalents (2 of 3)

Get information on selected element .........cccvcvevvvvevvvncrennneranne 3
Go to specified cell...........rineeiiiccan 3*6
Greater thant............coveeiieieiinesiesrees e ssssesesessesens >
Greater than or equal®..........c.ccvevrernnrsrnnenicnrcnnnnnnerennnnen 2 ()
Less than?. ... <
Less than or equal®..........ccimiriiineennn. < (<)
Logical and®..........cccoivimiecerimmininiiincccitnieeee e esrens &
Logical NOt......cociivieiniriiccrieisisii st eaenenes ~ .
LOGICAL OTF......eciiriciseitecieiessssssie st en e sesssasesasesersssnsnsesesanees |
MOy 100N ...ttt sssesseeeeene 8% on icon
Move one cell down ........ccconueerennes Bteseesesresresstes e sereentenesresneesres -
Move one cell left .......ccovviveverivrrrenrninneenenne s esesressens it
Move one cell Tight ... B
Move one cell Up ... Qe
Move selection ........cc.oeecueverrervenneenee. 387"k to set destination, 3M
Multiplication®.......ccocivivniiniiic e *
New document, CreaLe ......cccerereererrsrnorersrssiseneesanssesresssrersesresses 38N
Not equal to®.......ccovviviiviniir # (ss=)

* Specifically for use in the formula bar or macro editor

3# command & return keypad key
{ shift o~ enter - space bar

S option & escape F1 function key
A control @ delete ® mouse click
! tab © fwd. delete "R mouse drag
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Keyboard Equivalents (3 of 3)

Open existing dGCUMENL ...t 380
Paste cells or formula.........coeinneiinicinicicieiens 8V
Percentage’ ...t siasess %
Print dOCUIMENE ....ccovnriirmmniniririresisinnssssireissnessasees 3P
Quit Full IMPAct ... 380
RANEE ...ttt ssbene :
Recalculate Now ... 3=
Save spreadsheet ... 8S
Select all cells .......occiniiininiiiiccce s 38A
Select entire worksheet ® corner box
Select noncontiguous ranges ........c..ooverveeinnaee 887K across cells
Select row or column........ccovvvevinircneencnnen 'k row or cell heading
Subtraction/negation® ............cceveeuiiiirmvrnneninsnisssseene s -
Undo/redo last 0peration ... 8z
Wild card for a single character®...........cccoonnnvinininniniiiinenenn. ?
Wild card for any number of characters®............ccccveveervverererrevennens *

* Specifically for use in the formula bar or macro editor
Accurate for Full Impact, version 2.0

# command  « return keypad key
€ shift »~ enter — space bar

=S option £ escape F1 function key
A control & delete ® mouse click
! tab ® fwd. delete "k mouse drag
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¢ Microsoft Excel

Menus

EP!GI! Formuls_formot_Data_Gplions_Macro_Window |
Toen. ol DM

The INFo menu appears only when you choose Suow INFO
The GaLLery, CHART, and FORMAT menus appear as shown

Catculote Now e
Short Menus

Close %} | Undo %2 Pasle Name... Number...
Links... Repeot 2y Paste Function... atignment...
Reference %7 Font...
save %8S Cot RH Border...
Save fs... Copy %C Oofine Neme... %L Cell Protection...
Save Workspece...| | Peste 1] Create Names...
Detlete... Claer... %6 Apply Names... Rotw Reight...
B Peste special... Cotumn Width...
Page Setup... Paste Link Note...
Print... Justify
Cofote... %K Goto... %6
Quit %0 Insert... %l Find... %Yy
Fil) Right %8 Setect Special...
Fil) Down K0 Show fActive Cell
Form... Sot Print Rrea RuA... Hetp...

—- Set Print Titles Record... e e e
Find %xF Set Page Break New (Window
Emtroct... %E Start R show Citp d
Datete Sispley... Set Recorder Show Info
Sot Dotabose Standard font... Relative Record Rrrenge BRI
Set Criterio Freeze Panes

Hide
sort... Protect Document... Unhide...
Series... Caiculation... v1 Warkshestl
Tabte... Calculate Now %= 2 Chartt
Perse... Werkspace... 3 Macrot

Shart Manus
vCell Rrea... Attach Tesut... Potterns...
vformula Bar... Add Rrrow Font...
Uatus vColuma... fdd Legend Teut...
Formot Line... Rxes... Scate...
Protecticn Pie... Gridlines... Legend...
Names Scatter... Rdd Cuerteg
Pr C inatl Main Chart...
Cependents... Preferred Select Chart %A
vNote et s Select Plot Rroa
Sot Preferred
Protect Document... Size

above when a chart is the active window
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% Microsoft Excel

Keyboard Equivalents (1 of 6]

AbS0lULe TEfErBNCE®. ...cvivnnniriiriii et isssireasenens $
Activate formula bar ..., a8u
Activate Mmenu bar ... F10 or /
Activate NeXt PANE .....cvvevsesiersisisisnsnssesisisesninassssissson F6
Activate next WindoW .......cocviiierimnniniecececsisiinisisssseens 38M or 38F6
Activate Previous pane ... {4F6
Activate previous window ..., BOMor BOF6
AddItioN?®. ..ottt boseses +
Apply array formula ... 3B or B~
Apply formula to all selected cells ..........c.cecererrenenns SS¢ Or S
Begin formulat.........ocivnriirinniniiinniienis e =
BOLA tEXE c.eervrurrererrnnrieesiersieieesesseetsnssesssersnsssssserssssesessssressases 808
Border, BOttom .......cveveevnininiiiienineine a8=s!
Border, left ..ot ssnnsnasasasaserens Bee
Border, OUtlINe ... 8~%)
Border, Tight ......ccccceiimiininiiissisne #=s—>
BOTdEr, tOP «.ceecerinsiisieiiristiniiitissecsesassesistssasasssssssssosesesns g8sT
Calculate document ...........coovvnvevninrerermsernseseseseiennnnns «OF9
Calculate NOW .....coviieiieicininiiiiiieeseneeiesesisstesessesessens #8=o0rF9
Cancel formula ... 3Zorss.
Cancel OPeration .........ccveiiievresnnniniiensenneseionns #.oro
Carry out OpPeration ............coevveinniniiniine s e
Clear selected Cells........ouiiniiniiiiienrcceeineiniecensiesseenstsaennns 38
Close all open documents .........coovemvesisinninseonrannee €+ choose CLOSE
Close document .........covvrerirmrennircmieiiinsensnee e 38W or 38F4
Compute enclosed operators first*...........ccoceceneviiinirisesenens (and)

Copy cells or formula ......cccovveiireninnininncninierciinenns 38CorF3
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% Microsoft Excel

Keyboard Equivalents (2 of 6)

COPY PICLUTE ...cuviiiireeecoininrnsnsststsisssasssnesnsseonsssssssasssenerereres BOC
Copy value from cell abover..........covviervenrererenenenseissireeseenrereesvenans ®
Create NAMES .....c.coeeirirerisisnsiresisisrestsssisissessssesssisssssasessesssssnes 60
Cut cells or formula .........cuvvnreneseeriinnnnensssssnnernieiinenns X orfF2
Define name of selected cells .........ccovurevecrvcrrcnennrennne BLard8F3
Delete selected Cells ..., X
Display formulae/values, t0ggle ..........ourirenrrinrenrrenreenevererensene *
DIVISION® ..ottt es e nss e essrassesenssereserens /
Enter current date®...........ccovvvvniniiininnnnn s ®
Enter current time?. .........ccovveeeriisiniinierecnnsnsnsecsnsssrssesesssessessenes 3
EQUAl 0% ....cviriiiitiinriniisisrieieses st ssasssassaesasenaes =
Establish formula as array’..........ceminivennennnccneneesenes {and}
Exponential (to power of ...)%. ..cccniniiiiniceeenes A
Extend selection range..........ccocvvveereinissnnisesnenes "k across cells
Extract records from database ..........ccuecinincninnnnniininnenionn 88t

* Specifically for use in the formula bar or macro editor

3 command « return keypad key
¢ shift »< enter = Space bar

=S option £ escape F1 function key
A control @& delete % mouse click
! tab ® fwd. delete "R mouse drag
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% Microsoft Excel

Keyboard Equivalents (3 of 6)

Fill dOWN c.coiniiiinririnieeesiitnncnitnimee s sasssssssssesens 88D
FIlLIBH c.vooveieiiviicrirerneeenenssecsnissesssessonssnsssesassnesascsnssssssssassnens BOR
FIll TGht coocvevccereeeieticsssintsrtnsesessssissssssseressassssssens 3R
FIll UP oot sssssssssssssiessssessns #CD
Find cell, display dialog ........c.ccorrienriirrsncsnsinninnns 88J or ©+F5
Find next cell.........ccciimnneniernsnciniminmiosmeseiiniss 8H or F7
Find next record in database .........c.ccceinninnnninnniiiiennininie. 38F
Find previous cell......eeeeereinveiniiieircrciinenns 8O H or 4-F7
Find previous record in database ...........c.ceceueeeieeecniccncecaene EOF
Go to cell or named area ........ccccvvreieneenenneeneniensnesneseenne $8GorF5
Greater than®...........cciininininniccneseensieereesssnssrssssssssssns >
Greater than or equal®.........cooevniniinnicenns >=
HEIP 1ottt seneis 38/ or e
Help, context-sensitive ... {£F1
Insert one cell at @ tiMe .....cocerereririrersesnneeeesencsesenenns s’ on cell
Insert paragraph break in note ........c.coonereecincencninnnnecccencenes A
Insert selected number of cells ........cccecrivrrereerenerniererecrerneenens )
INntersection®..........cccivivnnnnniiininiiiinie e ne e -
TALIC LEXE .eueiverrecrceereceeeceesentesneestesstrseesnsssesnessessaensensens #BCI
Less than®. ......c.vvereemeimnenieniiececitinaenisesemnemesssnmee <
Less than or equal®........ccccoovicvnnniiiiniiincceeeerseens <=
Maximize active window .......c.ccvininininniennecseennnrenveseensens 38F10
Move active Window ........cccvrrinininininninnennenoienenensensnssenes $F7
Move one cell dOWN ....ccccvcireieiiiniiinrierennererereneeenressreeseeseenes -
Move one cell left or to previous field ........cccoevevevenereneneenenes Ol

Move one cell right or to next field ..........coocevverriiinercncencnns >
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3% Microsoft Excel

Keyboard Equivalents (4 of 6)

Move one cell Up ...t serenersenans Qe
Move t0 NEXt TECOTA .......ccvererirenrerccrcenresesseesreeseeensenseseersessaenees "
Move to previous record..........ceciinmeniisinisieisnnneseneenes Qoo
Multiplication®...........covvivvivimmmiiiniic e *
New chart, Create .......cccveeverienriornisniininnnencicennsseeseesaisessasseenns F11
New document, display dialog........cccoouvmevnviiiininnniiecresinenn. 38N
New macro sheet, Create...........ocviveriivcrccinniiinennennennnnnnnes 3F11
New worksheet, CTeate ......ccvvievvirercrreinnieeinnrenireceersennes {$F11
Not equal to ... <O
Note selected Cells ......couiviiriieneirnnreneennienienenenen BN or 4F2
Number format, $#,##0.00.......cccocerereeerernmvecrenrersusressessaneenns HE =4
Number format, 090 .....oovcveeireeiiiirrererieerisieecsnrecessssecssssessses BOHe5
Number format, 0.00..........ccoceeeeierverrernrnreneseesreneerasesarsenns ¥ o=l
Number format, 0.00E+00 .......cccoervenrernreeriscnennereesseeorensesnnes E =6
Number format, d-mmm-yy ........ccoorveeenccnnnimnnninnecesnnenns BoE~3
Number format, general ..o, PO~
Number format, h:mm AM/PM .......ccoieviinricinensienennesnnans B2
Number lock, activate/deactivate .........c.ccoeeveiviiiiicnerniennens ‘E@

* Specifically for use in the formula bar or macro editor

3# command « return keypad key
© shift »v enter - space bar
=S option & escape F1 function key
A control @& delete ® mouse click
2! tab ® fwd. delete Kk mouse drag
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% Microsoft Excel

Keyboard Equivalents (5 of 6)

Open existing document ... 380 or 38F12
Paste cells or formula .........ccccoeerevereerennnecrinenrenesnesnseennne 8VorF4
Paste fUNCHON ....cccceeverveinennennieinieciiennieessssnesssssoneessasssesssess ©F3
Paste SPECIAL ...cvrvrreemrcerireniririn e ceerererersrsasasasesessesens BOV
Percentage’. ... %
PlAin teXE...iiiecieieircenneccinieinieorninenssssiscsessseeserconsssesssessssssans #BOP
Print docUment ........ooeeeeeeeieneearirenresienerieseeseenereens 3P orB4F12
Quit MicroSoft EXCel ..vcreveerveierivniicteienninrereseeenrssresesesssosassenes 380
RANGE* . ..ottt :
Reference, convert formula.......cvoveeeciiviinnnrinniionieeenneeeecesnees BT
Repeat last 0Peration ............ueciveniincninenenrencnesenensseseeresssons 8Y
Restore Window S1Z€ .......ccvevveeriveeneenisnnnninnsnnnsseseessssessesiassns 38F5
Save as different name or location ..........cccceceerurnennenn #{SorfFl2
Save spreadsheet ........coeereeiiiiiinniininciiee 38S or {+F12
Search for ? or * characters®..........ccvevvreveeveenreneernesinrinnenns ~? or ~*
SELECt ALl CEILS wvvvvereerneeeiaiererereie st sesenseasss e sessesans 3BA
SeleCt ChATt ..ottt resre st e st s besrnesnene 38A
Select entire COIUMI .......cocvviviiiiciececrrrirenrenerre e se e saeeene B
Select eNtire TOW ...cccceeceicrieevctiniirtesnreecrseesresssnssseessasesseesssens O
Select entire worksheet .......c..cecevevveeceecercicrerennerennnns *® corner box
Select noncontiguous ranges .......c..coenveereneeniens 387"k across cells
Select range of cells ......ccvuvierniviiiniinnniiienn, K across cells
Select row or COIUMM......ccuiviiriiiiiiniiiniinens % row or cell heading
Select special, all levels dependents..........ccceveercenierrccneneen Lt
Select special, all levels precedents ..........c.oceveveremrerrecevecenennns BOL
Select special, column differences .............cocoveinnnininiinininens BN

Select special, current region ..........coocevevinecrrreninnnnnecrnnseseresenns 38
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% Microsoft Excel

Keyboard Equivalents (6 of 6)

* Select special, direct dependents ............oovviiiininiiiininenicnnenes 8]
Select special, direct precedents ..........oevviririvinrinisinenccenenarenne 88
Select special, NOtes ... #40
Select special, row differences ............oecvevnvriircinininirisenennennn. 38\
Shadow teXt ... BOW
Show Information ..., 3#BF2
Size active WIndow ........covcvivrieviviniceccnnnnniniieeesienennenens 36F8
Subtraction/negation®. ..o -
Text OPETatOr .......cccveviiieniiiiiirc e senne &
Underline text ......coeviirnininrinciniennninsncisnnesisisssnscsssens B4V
Undo/redo last operation ..........ccoevvciiniciisisinncnicncnne 3#Zorfl
UNION® ..ottt ess :
Wild card for a single character®. .......cccvinicininisininennenncncnee ?
Wild card for any number of characters®..........ccocervvvnviriceirernnenens *

* Specifically for use in the formula bar or macro editor
Accurate for Microsoft Excel, version 2.2

88 command « return keypad key
¢ shift o~ enter — Space bar

=S option £ escape F1 function key
A control @ delete ® mouse click
| tab © fwd. delete R 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.

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.

Turn off automatic calculation. To save time when
entering values into a worksheet that performs fre-
quent calculations (such as our checkbook example),
choose the CaLcuLaTioNn command from the Ortions
menu and set the calculation to Manual. This way,
your worksheet will only be updated when you choose
the CarcuLaTe 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 ForRMAT
Numser 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 Numeer 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 locking 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.
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$90,000 -

$60.000 4 "
$70.000 4 »—""‘""/'
$60.000 4

$50.000 4

$40,000 4

$30.000 4

$20,000 4

$10,000 4

0 —
1978 1979 1980 1981 1962 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.

$80.000 4
/./

$70,000 4 —1
$60.000
$50,000 -

$40,000 §

$30.000 y t ' Y + + g y +
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 (commanp-
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 FormMaT Numser 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

MOON/E=ET 0]+

Worksheet
Object
Button
Text

Chart

Line

Arc

Oval
Rectangle

Poly

% to select single cell, "R to select range

% to select object, “'k to move

““K to create button and define size

“"k to create text field, 3™k to align to grid
““R to draw chart, 38"k to align to grid

"™k to draw straight line

"k to draw quarter ellipse

"R to draw ellipse

“"K to draw rectangle

& to create corners for polygon
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¥ Wingz

Menus

mmu 6o Format Sheet Greph Script Window )

New 8N
Open... %0
tndo aﬂ Uatues
Close B8W |- e ee——q |1 Format
Save E 33 Cut XH
Seve Bs... Cepy ®C fdd
Revert to Saved Paste %0 Subtract
o e Ctear Multiply
Page Setup... e £ { L1 4L
Page Preview... Setect Al) %®n
Print... %P Show Cltpboard
Quit %0 Insert *1
Belete %K
Copy Right %R
%D

Copy Down

Paste Special » j

Recatc %= L Manusl Recalc Notes
Recatc Infa b —vAutematic Recalc |{ Fletds
Poste Formuta Controls
- vNotural Recalc Graphlcs
find... %F Row Recatc e e
Select » Column Recalc Tent Cells
Neme ®» K| ——————-]| Uatue Cells
Iteration... formuta Cells
Define Name... Error Cells
Create Names D Named cells | Locked Cells
Aemove Name b Named cells 2 glank Cells
|_Nomed cells 3 | Heeding
Top Row I
Left Column RIl Precedent
Rl dent
Nomed cells 1 Birect Precedents
Nomed cells 2 Direct Dependents
Named cefis 3 References to Blanks

Unreferenced Cells

Current Cell
Qctive Colls

Report Header
Report Footer
Repori Border
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vFined
b N J Hide 2ero  ||/Red Currency
""::":: , Commos Green Percent
e, 4 Parenthesis || Biue Scientific
"‘9 —| Hidden Cyon General
Mag D-Mon-9¥
- Chicego Yellow D-Mon
Font > Courier Blsck Mon-9¥
size » Geneva White MM-BD-$¥
stylo » Hetvetico other... || wm-00
Color ’ Moneco HRIMN:SC AM
Rilgn 4 Symbo! o HR:MN BM
o~ Times 10 HH:MN:SC
Fitl... 08 HHMN.
Lize... /Plein Ly =~
Border... Botd x| | 00 /Red
e ) Helle 29 6reen
Sheet tafo... Uadertine U 36 Blue
1 | Oxtiioe 48 Cyen
"f”“"‘ 123 Megenta
en other.
Center :‘e"&w
Right White
otber...
-, Report Print Range
Report > Protect Cells
rrecton ) || oricicen | | testegoest |
i Enabte Protection |~ '~
sort » 0 Protection Report Header Left
Table » vReport Header Center
shrouton » |_posswora | |"toor e st
Database >
Moww__p f[1 *orie Heport dasder Bange
Transpose Sort Aange Report Footer Left
Iavert fscending Key vReport Footer Center
- o 9 Key Report Footer Right
Regress o e = | gige Report Footer
N-Solue /dd Ascending Key Report Footer Range
Oeterminant Add Descending Key Socals Tobre
. ——
Oistribute
Multipt Table Range
Find Uslues Renge Input Celt §
Entroct Bin Range Input Cell 2
Celete
Oato Range
Criteria Renge
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¥ Wingz

Menus

m vBer
Gallery —ITue tent Line

»
Titte » Title Center Footnote Left Leyer
Foot 14 Title Right Footnote Center|| Step
Legend » viide Tille Faootnote Right Combinall
Rues » vHide Footnot
Series » Titie Renge 30 Ber
30 Info » footnote Range 30 Line
Gomoral b Tegend Left Linear Scate :: 's'::':'
[ e viegend Right Percent Scate
:;':: .': ;:::‘ legend Boguom Log Scate 30 Combination
Legend Top Scate Info...
S ——— Hide Legend Horlzonte) Bar
Group =——————" Hide Anis Ple
| Ungroup ___ | Range fls Line ooty || 30 Pte
vRutomotic Layocut Major Grids... HiLo
e et o it Hide Minor Grids... v
vAutomatic Stackin:
stack Chart 9 ||| ewptoce Titte Range :“l’""'
Unsteck Chs Ru Axis vHlide Titte conts
b Il ——]|_Rotate nitte ontour
Label... =———————| Surfate
No Parsing Wireframe
vRutomatic Persing ;‘J‘“:T""‘ . "
Horizontel Parsing ofsing °“:_" Base Pen...
Uerticel Parsing
Rdd Seriss .
Chert Renge Delete Series
serles Label Renge Show Al Serias
Biviston Label Bange
Plot nterior Brush... Surfase Pen...
Plot tnterior Pen...
New Script Help Window vshoeel
Gpen Script... New Window Titles
Get Script... Arrange Windows 25% vHeadings
Attach Script... Set Titles 33% vNates
Run Script... e o 50% vfields
Scele » 6?% vControls
Learn Show » % vGraphics
Comptle Column Heading P §|v100%  ||/Tocl Box
Run o e e 150% |jvEatry Ber
I P 200% ||/teti6rta
No Script sheet2 300% vTitle 6rid
sheetl 400% ||/Heeding Grid
JA1..82 other... || Formule Texnt

R1Ct..R2C2
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Keyboard Equivalents (1 of 3

Absolute reference’.........virimiieniininin $
Accept formula, activate next cell down..........ccovvvvrcnrniincnnes {
Accept formula, activate next cell left ... &«
Accept formula, activate next cell right.........cccovvvrvrnrinneianns -
Accept formula, activate next cell Up.......ccceeervvcrinreicinnnnnsnecnns T
Access last 0bJECE tOO] vuvvvviuicieiiiiniinneriiieianereenenerseesiteesienes St
AddItION ...t +
Apply grid to object .......cceviiniicinninininin 88°"% "Yany object tool
Argument SEPArator*......ccoicvivmieieniinieeie s .
Begin formula®......c..cccciiiinniininniiiie e =
Cancel formula ... B
ClEaT ....ovriiiiititetc et s ae e sa s A
Close dOCUIMENLt .......cceeireieeriiriniiienireeerrreresostnrsresesessassarensanes 38w
Compute enclosed aperators first*..........cccocvinviniiivininnnnes (and)
Copy cells or formula ........ccoveviiimiceiccrnnenvennsnsereseesennons $CorfF3
Cut cells or formula.....ccovevivninininenncneeiiiierreesene 88X orF2
Delete selected CelIS ........cucreiriiierenmecinieiccnesesnreeseeisssseresnns 8K
DIVISION®. c1vvececeeeeeetiiiinnen et tssres et et e sseaesesstasssesneesaenes /
Enter numbers or functions as teXt*..........ccccevvvvvriressrererersesssnnenees "
EQUal t0% ..ottt =
Execute HyperScript command from formula bar ......88« or 88w~
Exponential (to power of ...JF i A
Extend selection range........c.ccocevennciinicnnsnnnnens {7k across cells
Fill dOWDN cuiiieeicinnieiniie st ssessaetsessessesenssenes 38D
FILTight cooecccr e 3R

Find cell or named area ........cocveeveviicveeiiiieceiieeree e saveeane $BF
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Keyboard Equivalents (2 of 3)

GO down 0ne WINOW ......cceerricienitiiiiieeececeeresesnssssenss

GO O Cell AT it nen

Go to cell AVLH32768 .......covuneicnninriinsenierirenererennneesesensenesnns

Go to first or last active cell ........c.c.covvivvrenennenn. % navigator arrow
GO UP 0Ne WINAOW ....coviriiniiirriiniiiieessisiieriesesneensreens PAGE UP

Greater than or equal®.............ceuneeee.

Insert selected number of Cells ........ccovmreeiieeiieeninnnennenneeniees 81
LeSS than®. ....iiiieiririeiiieeniinninrereersssssessssneesessuesssssseessessssnsessssanene <
Less than or equal®.........c.coceevcrinenianes et <=
Move one Cell dOWN ........ccoveiivverreiniienicininreeeersneeesseeesnesnee
Move one cell left .......ccccvvvniriccniienninrnneneecceeeccnenn

Move one cell Tight ........ccvceiiinniniiiiiiniec e
Move one Cell UP ...
Multiplication®........ccvvevreiicciniriicriicteerceetsasnsnsesrne *
New document, CTEALE ..........ccovvveervrerieniriersenneeesresresssessnsessnes 38N
NOt eqUal tO*......cciiiiicirieiin ettt <O

* Specifically for use in the formula bar or macro editor

¥ command « return keypad key
< shift o< enter = Space bar

=S option & escape F1 function key
A control & delete ® mouse click
1 tab ® fwd.delete ““K mouse drag
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Keyboard Equivalents (3 of 3)

Open existing dOCUMENL .....cvvrnieimsiiississine 380
Paste cells or formula ..........cocecvevvnminiineensenirennnnnessssnnne 38VorF4
Percentage’. ......ccevvevimiinnnininnisnniinninessenessssssasssessssssesesissassess %
Print dOCUIMENL ......ccererirenesssienisirinsnssreresssesssensaserasssrssssessssssses a8p
Quit WIDNEZ c.ovvviiiiccsiniiiisnisssiis st bisssessonssenss 380
RANGE®. .ottt e ens .
Recalculate Now ... 3=
Save spreadsheet ... .88S
Select All CELIS ....veverecerieererimniiccsisis e assessessseres 3BA
Select entire worksheet ... ® corner box
Select noncontiguous ranges ..........coceceeeereereinne 38 "k across cells
Select range of cells ........ovvenerinniriiincinnninnin. R across cells
Select row or COlUMN ....voveiiisiiiucininiininne, ' row or cell heading
Subtraction/negation®. ... -
Text OPEratort........ccccovveeiiiisnininisiiee e sssessssssasane &
Undo/redo last 0peration ............coerereeenieesesssinsnensessasens 8ZorFl

* Specifically for use in the formula bar or macro editor
Accurate for Wingz, version 1.1

3 command « return keypad key
{r shift »> enter = space bar

=S option & escape F1 function key
A control & delete ® mouse click
| tab © fwd. delete K mouse drag




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 MacWrite,
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. You 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 MacWrite 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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% FullWrite Professional

Ruler

........ I" 1 11 N R. 1 Butdosdon Mot ) B [ A |
1 Column Chapter 1 Page 1
‘ 1 E onod g PR AB M L A 19, LootostBon i.ﬂ.,.,rL,,l

First-line indent

s

4 Left indent marker
4 Right indent marker
[N

Column width marker

&5 Left tab marker
£ Center tab marker
2% Right tab marker

2 Decimal tab marker

< Delete column icon

> Add column icon

Margin Icons

B)| Header [@| sSidebar

B}| Footer @Bl| Picture

| Posted note P | Tab ruler

&)| Footnote 7| Chapter ruler

G| Endnote Classification marker
@E)| Bibliography entry ==| Column break
Contents =| Page break

G| Index entry ==s| Multiple icons

In the icon-bar display mode, double-clicking an icon
opens the respective note panel
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% FullWrite Professional

Menus

Edit Move Notes Formal Font Size Style ]
New %N
Gpean... %0
Close Undo %2 6o To... [ 1]
Save xS kmarks...
Save fAs... Cut xH Browse...
Revert Copy xC Show Outline...
»»»»»»»»»»»»»»»»»»»» Paste 1] Show Pages...
Preferences... Ctear e
Get info... Select Chapter %A Find, Change... %F
Doc Layout... - e Find Nent %0
Make Outline e e s
e Sort... Classify...
Kemn... Insert Citaticn...
et TSR Glossary... %6 Clean Up...
Quit %0 Variables... Y Windows... R
Hyphenote...
Check Selection
Thesaurus...
New Header %L Chicago vPlain %P
New Footer %M Courier Batd %6
e 2R Gensva Jolic  {}
Posted Note %) Helvetica Underiine ®U
Footnote — Manaco Strikeout XK
Endnote Netw Buler Symbol SmaLL Caps  RE
Bibliogrephy Tabs... Times Style...
tndex Entry ,, sSuperscript
f———— e Subscript
New Sidebar gmm [ e e e
New Picture other... A8 Base Styles...
‘An —"—7———— — e | 9 Custom Slgles...
e-reference... B
Hide Panels_%H r:;';g:'_ opter
36
Columnn Break | |
Page Break Other...
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% FullWrite Professional

Note Panel Menus

vtuvery Pege vEuery Pege Bring to Front Cisplay...
Left Pages Left Peges Send to Back e e s
Right Pages Right Pages Make Item
- Group Itemize
Skip First Page Skip First Pege Ungroup Flatten...
Skip Last Page Skip Last Pago | Lock
Untock Promote %I
Alga... Demote %)
vRuta Number vRuto Number B Catlapse
Start Number... Start Number... Aotate Expand
| | Ftip Hor e ]
Other Sy Other Sy Flip Uertice! formot...
OQuplicate
Bihhograpiig [ Suichor | e 1
object Styte...
Set Grid...
Sel Size...

The far right menu changes depending on the currently
displayed note panel
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Keyboard Equivalents (1 of 8}

Access last tool used™.......cvvivinvniinnin e —
AcrioN menu in Finp AND CHANGE dialog, display ................ B4
AFFECT menu in FIND aND CHANGE dialog, display ................ 3b=~s3
Bézier control handles,

display to edit!.....cccooviniriviniiininns 3% Bezier path */ arrow tool
Bibliography menu, display (if available) ........cc.ccovuruininnininaa 3*9
BOId tEXL .eceveeeiriecreiniecrenerennentesietsiestessstsrasseseenesessssnesesessnenssases 388
Cancel OPeration ... 3.
Center text (middle-justify) .......ccoriirernvninniinninnien. 38M
Change all option-box values

to specific unit of measure .................... 38k measure abbreviation
Change current option-box value

to specific unit of measure.........ccouuune. =k measure abbreviation
Change then find next occurrence of text ........c.cceeviiieiinanen ¥0D
Change then find preceding occurrence of text .... .. 880~sD
Circle, createt.........cocovvineirneiriennicneeeienns {4k Woval tool
Clean up windows again ........ciioencnes =S choose Crean Up
Clear element .........ccccerenrevinrcenercoricensonne

Close Bézier path.......cccovvrnnvccinnninen, R

Close current note panel

and open next note of SAME tYPe.......cccvvrerirrirnrivrcsnnsniiresnennans a8/
Close current note panel

and open preceding note of same type ..........cceevierirerininencnnn s/
Close current note panel........c.c.coecerurerurererenanns % Close box or 38~
Close current ruler .........c.covvvvnirennicnarensniones =S choose New RULER
Column rule, activate/deactivate ..............ou.n... %% column rule
Column rule, edit for facing pages.............ecereuenen. %% column rule

Column rule, edit for single page ........c.oceveverene 8k column rule
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% FullWrite Professional

Keyboard Equivalents (2 of 8)

Copy additional elements (append to Clipboard).................. BOC
Copy character formatting

t0 selected text .........ccervererrererneneerserenans 3% formatted text block
Copy element .........cccouimiiciirnenniniiienee et enes 38C
Crop bit mapt........cccevvievnveneeimmnrnieesessseninns 387"k corner handle
Curve point to corner point, toggle'...................... 4% “arrow tool
Cut element ........ccvviirniiiinnienieeeeeseseeessssenes 38X
Delete next Ieter ....ccccoceviriieeinieiinecnnie e ¥ or®
Delete next word.........cooeevervecernerennnes e eeeeear et a e enereaas #x@
Delete preceding letter .........cccnveviiininininineninncccnencnicesnenisenennnne &
Delete preceding Word ... S
EDIT menu, display.....coveeicniiiniiiinrccces 382
End Bézier line........ccccovumrruvcnenecninisrosinnnnns 38’k */ Bézier curve tool
ENDNOTE menu, display (if available) .........cccenvcnincrennrecienens 389
ENTRY menu in GLossARY dialog, display ........ccccevevuriennnenes 36=s2
Extend selection incrementally

to next phrase.........cceevininiicisniinnennes 889, literal phrase, «
Extend selection incrementally

to preceding Phrase .......cocececveemeeseriens 8~ literal phrase, «

* Exclusively applicable to drawing in the Picture panel

#8 command « return ° keypad key
{ shift o enter w~ Space bar

=S option & escape F1 function key
A control & delete % mouse click
# tab ® fwd. delete R mouse drag
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% FullWrite Professional

0!,

¥

Keyboard Equivalents (3 of 8)

FILE menu, display ......ccovivernmnmrniiciiniicnens 381
FILE menu in GLossARY dialog, display .........cecccevviererenecrsennns 38l
Find and change specified text .....c.cococeivecevcncininrenrneennnnne 38F
Find next 0courrence of teXt......cc.vvvrrnrreresecscersserennessecesasnsns 38D
Find preceding occurrence of text ........c.cvevueevrcrssninssnncessenens 38=~sD
FONT menu, display ...t 386
Footer menu, display (if available) ........ccoccvveemeeroroneciiinnnnne 389
FoornoTe menu, display (if available)..........cccceeeivervcnrircrnnnanes 889
FORMAT menu, display .......ccccviiivccsinirenneencnieneneseesssssannenss 385
GLossARY dialog, display ... 386
Glossary phrase, insert into text............e.c.. 38G, glossary name, «
Go to specified page ......co.ocvvrimseverrans 38T or %'k page number box
Hand tool, select temporarily®. .........cococcvevnreninenicenneneerisenienens S
Heaper menu, display (if available).......cocceevinemieicvcniiininnee 389
HeLP oottt HELP
INCrease type SIZe .....vcevinienienisiinnininiiiessee e naesessessnnes 38~g=
Index selected text ......uminrrnenrcccirrenerecreeciniencnnens =S choose INDEx
TALIC teXE c.viviniciiiiriiniiiirienr et sesesansaasesasstssnanens BI
Justify text (full justification) .........ccevvenvcnvinriiicnneciiiniiinnns 384
Kern type, delete Vo I ..c.ovceccniiviiisisnsnnesseeesesnnns 8-
Kern type, inSert Y20 eI .....cocvceeerreciereererenenenennnisesereresessennerens 8=
Left-justify teXt ....ccovvninmnininiitcinecteenesceneeeecassresesssssnesens 3L
Look menu in FIND AND CHANGE dialog, display .........ccceeruu 3=l

MaTtcH menu in FiIND AND CHANGE dialog, display................. 3B=~s2
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% FullWrite Professional

.
5
L2
*

Keyboard Equivalents (4 of 8)

Move down one line ........cccceeveevvereerneenreeeissneesnnns , @2, or ¥=s;
Move element by grid increment®.............ccovvvuinene s>, 4, ¢,0rT
Move element single pixel®..........ccovuvvnirivvinriinines =,l,<,0ort
Move left one letter ...........cuurvnirsincrinsennesnnnnnns &, @4, or B=sK
Move left one word .........ccccvreisiiiiiiinenennen, ¢, NE4, or #B~sH
Move menu, diSplay ........ccvveiirsniiiini e 383
Move right one letter ..........coccevninnincnivcnccniinnne -, @6, or ¥=sL
Move right one word .........cvceerriesnininerinnnns S, <SE6, or 388"’
Move to beginning of current paragraph..................... ST or @8
Move to beginning of document .........ccvcuiviiiiinnininisienans H@7
Move to beginning of next paragraph ..........c.ceceueuune. =S!{ or~s@?2
Move to end of document ............cccoviniinenincnnnicrennnencsnerennn =l
Move up one line .........cvciinniinsneninnnineens T, @8, or 3~sJ
New bookmark, create ............coovevcuiisinirinnns =8 choose BOOKMARK
New document, Create .............c.cmeiiminnnne, 8N
New plain document ... a8=sN
Next window (bring second window to front)........c..c.ecenneee BsW
NoOTES menu, diSplay ........ccocccvnssiiniiininiinininseeteensnsns 884

t Exclusively applicable to drawing in the Picture panel

3 command «~ return keypad key
£ shift »< enter - space bar

=S option & escape F1 function key
A control & delete ® mouse click
! tab © fwd. delete R mouse drag
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Keyboard Equivalents (5 of 8)

Open existing dOCUIMENE ....c.ceririiniriisisiccsessisesissersisisierssssssnes 380
Open first note panel in current section ..........ccceveveresciarennnns 3B~s~
Open next NOote PANE] ......c.ccivcererinieisercrcreercrrecsssesesisssssesesessnes *O~
Open preceding note panel ........ovcveeeectrcenseisiesisisinns O~
Optional hyphen ... 3
Outline, collapse topics to specified level ......~e choose CoLLAPSE
Outline, demote all topics at same level as selection ............ 8]
Outline, demote tOPIC ...coovviririnrisiririniiiiecnseeeressessssseessesssares 3]
Outline, expand topics to specified level .......... =S choose ExPAND
Outline, make item (NeW tOPIC) ...cocovvvrrirerreeeernniresieeeencseenas He
Outline, make new item at specified level ....~S choose Make ITEM
Outline, make new subordinate item ...........eocvieircnnninen, Bse
Outline, make new superior item .........ceeveiniieieresninnnes RO
OuTLINE menu, display (if available) .........ccooiricrirninneninirisinnns 389
Outline, promote all topics at same level as selection .......... ®oL
Outline, promote tOPIC ....ccovvvrereinrirniinereiisiiiseisssenieeisenns 38
Paste element .........iiiiiineenii s a8V
Paste swap (exchange selection */Clipboard contents) ......... 38=sV
Perpendicular line, create®. ...........ccoviiviiviicnnas "k Wline tool
PicTuRe menu, display (if available) ...........ccccvvrnnvinicnnrininen 39
Plain teXt .o.ocveciinininrinnriro e saeseas 8P
Print current page ........coovveveveininrnennnnnas verererse e renebons 38~sP
Pull object ahead®.........cecevvivvivinreviniinns =S choose BRING TO FRONT
Push object behind"...........ccceevinnnnnnnnncne <S choose SEND TO BACk
Quarter circle, create®. .........cccvvvnrrcrnninrniernnneene 4" Warc tool

Quit FullWrite Professional.........ccccoievrrnreererierenenenenenennnes a8a
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Keyboard Equivalents (6 of 8)

Reduce type SiZe .......coveeeeeennnisiinircniiininercesreneressesseseassens =~s-
Remove style discriminately.................. =S choose style conmand
Return character () (in search)®. .....cccoverereeevinreervenneeesrnesseenne Ce
Right-justify teXt .....vevicrnrreriiierinniiiiincennrereesesnsesrenenens 38R
5aVe AOCUIMENL ....cvviririrerriresisstsesteeiests e see e saesese e sasbenes 38S
Scroll down one line.........cooccnnirennnnenn. <SE 3, SSPAGE UP, or 38=s\
Scroll down one page .........coevvnriiiininennnine B3, PAGE DOWN, or 38\
Scroll to beginning of document ........ccccvvvvnneninininnnes 7 or HoME
Scroll to end of document ... 1 oreno
Scroll up one line .......ccoovvevccnniiernnns SSE 9, <SPAGE UP, or B{r=s\
Scroll up one page .......ceceeeeeuvccirisiiiiinininiai 29, pace up, or B4\
Search incrementally for next phrase ......... 38w, literal phrase, «
Search incrementally

for preceding phrase ......c..occcvivviinniiinins 38~ literal phrase, «
Select all text in Chapter .........cccciiiiccenccccnrneeececeenns 38A
Select entire paragraph ........c..coocverveiverecncencnnens %% in paragraph
Select entire WOrd ........cueveeeveereesesesseressnenesessssesessssesessnesens 'k word
Select next letter.....c.ccoeeerenvrinnvenninnienens ¥, ¥@@6, or BO~SL
Select next object, deselect current selection’...........ccveveceinennne >l

* Exclusively applicable to drawing in the Picture panel

% command « return keypad key
< shift - enter — Sspace bar

¢ option & escape F1 function key
A control @ delete *  mouse click
= tab ® fwd. delete "X mouse drag
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»,

% FullWrite Professional

Keyboard Equivalents (7 of 8)

Select next object, retain current selection®...........ccocevvviiencn. Gl
Select next word ......ccvvnirerieseneninenn, B~e-, 3~sm@6, or RO~
Select preceding letter ........ccooveirenievininsenens R, B34, or B O~K
Select preceding object, deselect current selection”. ............... S
Select preceding object, retain current selectiont................ {=s=!
Select preceding word ..........ocveueinne 3Bg¢e, #~x34, or BO=sH
Select to beginning of current

then preceding paragraphs.........cveniencieninienns 38=s1 or $~s=8
Select to beginning of current

then preceding sentences ...........oeverevennins 38T, 3$6m@m8, or O~
Select to end of current

then succeeding paragraphs........ccceviinessinsnonenes d6~s! or B~s@2
Select to end of current

then succeeding sentences ............coveurerurnnne 38!, 38@2, or BO=s;
Show/hide open note panels ..........oovviicicnininisniriseninens 3BH
SibEBAR menu, display (if available) ..........coceveveerinererccencrccunnncn. 889
S1ZE menu, display ... 87
SMAll CAPS LEXL .euveevrriecerinisinctisieriisesieinsesneisetsesseessesssessssesaneen 3#E
Square, create’..........coeurceneniniiiiienn. "N W rectangle tool
Strikeout teXt ......covvriiniiiinn e 38K
STYLE menu, display ... 388
Subscript, SPeCify ..o =S choose SUBSCRIPT
Subscript text 1 Point........civiiiieeeeiin, B8O
Superscript, Specify .....ccccvvinervinenininnnn =S choose SUPERSCRIPT
Superscript text 1 Point ......ocovmvneriiiiinieieeeeressnen BO=
Tab character (in Search)i........c.ccovcivvinnieiiineennsiersenerssecsssseeens <l
Underline text ........coiiiierirniiristiisenenreseseeseseesenennseeessessssssenes a8u

Undo/redo last operation .........ccceiiivsnnercninecnnneeeessceeesisssenns 38z



% FullWrite Professional

Keyboard Equivalents (8 of 8)

Variable control (page numbers, etc.) ......ccccvvrrvererrerenrevernennnn RY
Variable, insert into text ........cccoevevicniivinnee 38Y, variable name, «
Wild card for a single character®. ...........cccorevenrverrernreenenas ¢ (ON/)
Wild card for a single word®........ccoccoerrnnrivernenecrensernenenne. = (=sX)
Window, bring any

open document to front ..., 38W, window name, «
Windows control (bring to front, etc.}....c.ceceveeeercrvererccrrenvervenenn 38W
Zoom window to full SCTeen .......cuceeveeevrvrerercrernunnnns sk Zoom box

t Exclusively applicable to drawing in the Picture panel
* Specifically for use in the Fino/RepLAce dialog box
Accurate for FullWrite Professional, version 1.1

3 command « return keypad key
¢ shift o enter — space bar

=S option £ escape F1 function key
A control & delete ® mouse click
! tab © fwd. delete "k mouse drag
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MacWrite

Ruler

J- First-line indent

P Left indent marker
4 Right indent marker
4 Left tab marker
& Center tab marker
A, Right tab marker
2y Character tab marker

Single-spacing icon

1',-spacing icon

Double-spacing icon

=

=

=

E Decrease leading icon
E Increase leading icon

@ Align-left icon

@ Align-center icon

=

Align-right icon

@ Justify icon
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MacWrite

Menus
(CSEDNcdit font size stylo_Format_spelitng Utew )
New BN
Gpen... %0
Undo 13 Chicego
Close  Jit Courier
Save 33 Cut 1 Geneva
Save 8s... Copy %C | |~ Helvetica
Revert to Seved Paste 1] fonaco
Clesr Typpor
Insert File... onl Tines
Selact al1 L 1]
Gpen Merge Dota Flla... Find/Change... NF
Insert Merge Field... O %M ?pt
Merge.., insert Date 0% [T
Insert Time oNT 10 R
Page Sotup... insert Page # o%P| |~ 020
Print... %P 1008
Preferences... 10 pt
quit %0 Show Clipboerd 200
36 pt
48 pt
v Platn Tont ~WT) | Hide Ruter FT] M
Rotd %6 p
tHolie ® Page...
Striko-Thrs ) Paragraph... Other... ¢%0
o] xE Tab...
adow %M Charecter... 3 1]
Underiine %U
Word Underfing © %Y Copy Ruler oRC
o%l Rpply Ruter ony
Superscript R 2 1
Subscript o%- Scate Picture...
Color » Insert Header
Insert Footer
Custom... %0
Insert Footnote O MF
insert Page Break
insert Column Break
Check All... R Show Invisibles %;
Check Matn Body... Show Page Guides X6
Check Setection... %K Hide Pictures
Spell Word... t 3] Reduced Size %8
Spelling Optlons... Side By Side
Instat) 01 ies 1
User Dicticnery...

Ruto Hyphenate

Hyph. Exceptions...




MacWrite

Keyboard Equivalents (1 of 5)

Actual/reduced size, tOZELE .....ooervrverenrensrsrernresnsereeerssnnens 38R
Apply ruler (paragraph formatting)........ccceeeeeererrnsiereseresnnes 8OV
Backslash (in search)®........ccccccvvvnnvnrninninnnnineerenennesinessessnesrens \\
BOLA XL ..ecueriiiniirrnccsnisisisisssissesisssnssssessensssessssnsessasssssssssansres 388
Bring next window to front ...........ecoceeeeeercnercrnrireneesesnsnsesenns BOW
Character Specifications ..........cecceverireivenesiniinessiresnesnenssenes 80D
Check spelling of all text ........coovuniiinirenccncniniinisinnrerrreserenanens 8=
Check spelling of selected text .......ccouiiieeniesesrernreenissennnene 38K
Column break .......ccocovvvemniniinininininecssesiscscsnsisisesaens »e or AC
Column break character (in search)¥............ccoceevririrranene 88~ or \c
COPY EleMEeNt ....cuvviriinmrirersiresiesisinisseernsesaceseesssessssssees 38CorF3
Copy ruler (paragraph formatting).........cccevniennivcrnenieiiernannine ¥4C
Custom style Sheet ..........ccuiircriiirennreeccceresrnssserssesesesesssnens 88D
Cut element ... ¥XorF2
Date character, abbreviated (in search)s...........cccovvverennnene. A or\a
Date character, long (in search)*......ccccceveeerernrvervrereerennns $8Lor\1
Date character, short {(in search)......c..cccvveeennrirveeisrceensns 8BS or\s
Delete next 1etter .........cccvriiiiiiininneneeeseneeeen <@
Delete next WOTd ......cccevinrinininniniinienisnnsiesineeniessessesneseeens Bo@
Delete preceding l6tter ........cvvveemeriiirinecriccccinninecsissesesensons €3]
Delete preceding Word .........covevevveriiiniiininninssisrosierennenecesssienes 8@
Double-underline text ..........ovrrriruernvenrererereneserenseseseresees BoL
Find/change specified text .........covvvininmeririniesncesencsnsnnsesssisnnens 38F
Footnote character (in search)t.......ccccccovvvvverninenne 3B=¢F or \ f (=sF)
Graphic character (in search). .....ccoocevvevecccrernnniesenrarnene ¥Gor\g
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Keyboard Equivalents (2 of 5)

Increase type Size ..........cviireinieninninnniiieniieenconn 8O
Increase type size 1 Point........cvviiiimiiniciieniserennnersesnanes o>
Insert CUITENt dAte ..........ccovueerereerereeneereriorsssseesssenersssssssessesens BOA
Insert current page NUMDET........ccccovivriinecncneincnnrennnnnssesnene #OP
Insert current time.........couiiinnnesesensens $OT
Insert fOOtnOote ..o BOF
Insert text or graphic file.........cocoviiiieniin e B0
RALC tEXL ....cvivreririnninisiinnisinessesesrssessesiirosssssessessssnsssssssnssssessasnns 381
Line break ........cocvmveremreerevsnisssinisssissseenssensisssinnnens e or ACGM
Line-break character (in search)...........ccccccocoerinininnan. 84 or\n
Merge break character (in search)®..........cccoovcrererrvernrennes 38Mor \m
Merge form letter with data file ........oenercrenniinrnccnnneencnnn #ECM
Move down 0Ne liNe ... d
Move left ONe LBHET ....cccvrvricciecccreriniiiirsicisese e seesesneesesesssssseees «
Move left one word .........ccovvenienrnnein ¢«
Move right 0ne letter .........covvevevieiiiiiniiiecseeen -
Move right one Word ..., il
Move to beginning of current line ........cccocevervvvrevvnvviiininencnnne e
Move to beginning of current paragraph ..........ccccvvuirvininnnens ssT

* Specifically for use in the Fino/CHANGE dialog box

38 command « return keypad key
© shift »e enter - Space bar

<8 option & escape F1 function key
A control & delete % mouse click
! tab ® fwd. delete "X mouse drag




MacWrite

Keyboard Equivalents (3 of 5)

Move to beginning of document ............ecevevereneeericinmnecnrnnnnaens a8l
Move to beginning of next paragraph ...........ccccovreriinnininnnas sl
Move to end of CUrrent line .........cccececveverereresneresesssessessessssssnes 8->
Move to end of dOCUMENLt ......cccvcmiieiniininienmnssiiisseseessaesens E R
Move up 0ne ling.......ccceeieninninnneinsns e T
New document, CrEALE ........cvuiereresrensssssrassssssssssssasasessasasrssesesesns 38N
Nonbreaking en SPace .........ccuuisieiioresiorssessissssessersssssieressns B
Nonbreaking en space (in search)*...................... 388 or \§ (x6)
Nonbreaking hyphen ..., 38~s-
Open existing dOCUMENL .....c.cumeeeereririenrerereereeeecssnresnencsssssssenss 80
Optional hyphen ...t 38-
Optional hyphen (in search)®. ..........cccoveivnvivirerirrnnnen, 38-or\-
Other tyPe SIZe ... 840
OULHNE tEXE .vovcvrevrrrrereciriciintisiciriscsesesessssssnsssessrosssasns ..38E
Page break ..., Qo or AQC
Page-break character (in search)*.........c.ccovercrcnirnnns B o~ or\b
Paragraph break .+ or AM
Paragraph-break character (in search)®..........c.cccuvvnninns 38 or \p
Paste element .......c.ioiiennniinnien e 38V orF4
Plain text ..., reresesreseesasaearaens 8T
Print doCUMENLt .....cccvveveerreniriiisecccersininnsissessssssssssesssessssssssssns 8P
Quit MACWTIe IT ....coeeiiiiiiiiiciirceiiniiicenesnesscescsnssnsssssassessassnons é80Q
Reduce type SiZe.......ccerrvirircreniiincinnssicsiseoresisssssassssessssesass #B4<
Reduce type size 1 point ..., BOK
Save as different name or 10cation .........cccevceerercrecrerererersennens #BOS

SaVE AOCUMEIIL c.vvveeeireereieerirersieraeeaerssesnsssesssessesssessnersssssessassaasses %8S
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Keyboard Equivalents (4 of 5)

Scroll dOWn ONe SCIE.N ......coevvevereriniriisisernsrerionsnes AL or PAGE DOWN
Scroll to beginning of document.........ccvceiiiiicicenenns AA or HOME
Scroll to end of document ........ceeviririiviniinnenininenenens AD or eno
Scroll to last page of document ..........ccoveivcccrenne ALGD or {eno
Scroll to top of next page .........ccevvvirrernrieennes AL or {>pPAGE DOWN
Scroll to top of preceding page .......cocoeveiivinninans ALK or {rpaGe vP
Scroll up One SCreem ......coveevvenreersecrnsiecenirivereeseenenns AK or PAGE up
Select all text to beginning of document...........ccccvvirenrnannn. BOT
Select all text in current document ............ 3BAor kiR in text
Select all text to end of document ........c.ccouvviircrereereverearionnns B

Select entire line ......co.oevvevvenerennrcicninnnnn,
Select entire paragraph
Select entire Word ........cocoveeeninniiniiiinine e
Select NEXt LEHET ....cc.uevverrereeereeceseerecsseessireresesse s ssssssssnssenees
Select NeXt WO .....cvvicvinieniinninniiniiniiiinieseicseseetneesnens
Select preceding letter
Select preceding word .............ccveentininnninnnnininn

Select to beginning of current then preceding lines ............ Qe
Select to beginning of current then preceding paragraphs ... ¢*=87T

* Specifically for use in the FIND/CHaNGE dialog box

38 command « return keypad key
¢ shift -+ enter — Space bar

S option & escape F1 function key
A control & delete ® mouse click
! tab ® fwd. delete "R mouse drag
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Keyboard Equivalents (5 of 5)

Select to end of current then succeeding lines...........ouuen... BO—>
Select to end of current then succeeding paragraphs............ =l
ShAadOW LEXLE ..ccvivicriirrrrereniiininiiss st sssssssseseass 38M
Show/hide invisibles ({s, SPaces) ..........ccoevveveeevremeneericrseeinnns 8;
Show/hide page guides........ovcvviiinicininnnieeveenenns ¢
Show/hide Tulers ... 38H
Spell word (SUBEESE) ..ot R8Y
Standard (breaking) en Space.........cccerereererrirsninesiireresininiennens N
SIHKERIU tEXE .ocuveeeciriierieiiiiiniececcresessresansssesensessesssesessssssanes 38J
Style sheet number [#], apply ..ot 38[#]
SUDSCIIPE LEXL ..vevevirerraessisisiressicstsssissssssessssesesasssesssenessesens B4 -
SUPETSCIIPL tEXE vovvureeriiiriirisiiiisr e #o=
Tab character (in search)?. ...cc.coevevvecirinrereninssrneescsssenenns Bl or\t
Time character (in search).......ccceeeeevvvrrerrveennenns B=sT or \ t (=sST)
UNAerline teXt ...c.cocvveeeseivinnirnientiniiceesensesessecenessnsresssossoscescases 38U
Undo/redo last operation .........cvvveriiiiniiicecninininsnennnnns 38ZorFl
Wild card for a single character®..............covvnnnnininnnne 388 or\*
Word-only underline text .........cococvuevieiineninererererneneenenesones BOU

* Specifically for use in the Fino/CHANGE dialog box

88 command  « return keypad key
< shift »> enter = space bar

=S option £ -escape F1 function key
A control @ delete ® mouse click
= tab ® fwd. delete R mouse drag
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% Microsoft Word

Ruler

.

B

E)
i N

B
Nor mal Bt s+ Eonm@ EAC B w

First-line indent
Left indent marker
Right indent marker
Left tab marker
Center tab marker
Right tab marker

Decimal tab marker

—ﬁl'")r"“r

Vertical-bar tab marker

=l
—

Ll

Align-left icon
Align-center icon
Align-right icon
Justify icon
Single-spacing icon
1'.-spacing icon
Double-spacing icon
Close paragraph icon
Open paragraph icon

Scroll ruler icon



& Microsoft Word

Menus

(¢ tdit_format Fant Document Utiites Window )
New 8N
QOpen... %0
Close 8w Undo %2 Show Ruler 3]
save % | | e e
Save As... ©F? Cut %H Character... (1]
Copy %C Paragrepgh.. %M
- e Paste t 4] Section... ~Fi14
Prtm Preulew ®t Clear Document... xFtq
Print Merge... mu Again %A Cells...
Page Setup... ©OF8| 1~ ——— Position...
Prlnl.‘. %P l’ﬂble,.. o e e
o s Glossary... %K Stytes...
unen Mell e ihnw k| xY Beftne Styles... %7
Send Mall... I -1 |sPlotn For Style Mo
Pasle linl: 1'4 R
Quit %0 Undn!e Link <¢F3| [vPlain Text %02
] Bold 208
Short Menus 11alic Kot
Proferences... Undertine soy
Commands... Oetiine 80D
Shadom Row |
O Point Cpen Header... find... ®RF
10 Polnt Cpen Footer... find Again %A
12 Poiot Chenge... ®H Show cupboerd
14 Point footnote... %E 6o To... %6 New iindow ors
18 Point Repaginate Now  %J 60 Back BRIZ | [
mmmm e v Bocument 1
= Qutliring ®U Spelling... 8L Bocument 2
l:mugn Pege Ulew %8 Hyphenate... ©F15
Courler [ e Index...
Genaus Insert Pege Break Qw Table of Contents...
Helvetica Insert Grephics wcrd Count... XFIS
Monaco Insert Table... —
Symbol Insert Index Entry tclcula(e %=
Times Insert 70C Entry . BFIS
Sort




% Microsoft Word

Keyboard Equivalents (1 of 9)

Activate menu Dar ..........coceveereenvnnninnsiniienennnneennensenes #dorm.
Add t0 MENU c.cuvrerereriirrerrreensereaerensesrersaesenenns 38=s=, 'k item to add
Again (repeat last 0peration) ..........cecinniimnicinse 38A
AlL CAPS 1BXL .vuverurececnrnenirercssecnesersisesesnsasssasssnasases #¥CKor 4F10
Bold teXt .ovvcviriiinreiererererennsissiist s e sees ¥4BorFl0
CalCUIALE ...ovvvviereereeernnrrnrenressssssest st ses e seestessesresserassaeessnnanens 8=
Cancel OPEration ..., 8.
Caret or circumflex character (in search)t..........ccocnrrervesinessunens AR
CONLET TEXL tiviveeiriruicrrsrerresnernssessssssasessiosetiosersssssasssasassesaessenss #O4C
Change font .. . 384 E, font name or number, «
Change specified text (search and replace) .........oeeersreversereanens 36H
Change style........ccvervenisirernsasaes 384S, style name or number, «
Character specifications...........covvvriivinniiiiissnnnsniins 8D or F14
Clear element .........coeiveeveerinersenressccssneinninnesessessessesrssneseessesesses |
Close dOCUIMENL ......ccvericreniiiiiisinieiseestsnesitsssesassssssaesssnssssns 8w
Copy a8 PICT QiMage ....cccererrenrorereeseresestenrsoseressinesssssseressronsnens 38=sD
CopY element .........cccvevuerciisisisinsnnosrnsnnsnieinnsesens 38CorF3

* Specifically for use in the Finp or CHANGE dialog box

8 command « return keypad key
© shift o< enter =~ Sspace bar

S option £ escape F1 function key
A control @& delete ® mouse click
= tab ® fwd. delete "R mouse drag




% Microsoft Word

Keyboard Equivalents (2 of 9)

Copy paragraph format

to destination ........ccocvsvererennnrcnnnns 38~sV, or (+F4, "k phrase, +
Copy to destination .........cceeeueans 38=SC or ©+F3, & point in text, «
Cut element ..., 38X orF2
Define style Sheets ......ccceviininniinenninncsninesiinesisssssssssenens ®T
Delete next 18ter ......oiveereesnisieseseisesinnmeenenesensessnsannse 3B=~sF or®
Delete next word ........cceveeeereerinrisesnesenenaas esesnenssstsreterestene 38s6
Delete preceding 16tter .........coveeiieniviniivnneriniieeenninene &
Delete preceding Word .........ciienciiinnneneenseensnsensaees #~=a@
Document menu, display ......ccooevevreecnrrnienesereinresnsesenssssnns 3691, 5
Document specifications (real page setup) ........ccccceeeurvererennns 38F14
Dotted underline text .........ccocecervnirinsosinroresssnes ¥\ orssF12
DOUDIE-SPACE tEXL ..overrrerenmmireresissiinescsnsesresssesessenssssessersresssenes #BoY
Double-underling text ..........ceceieermreserreeeraenreeresene 8O [or{F12
Edit HDK ..ot sesesesnsesens ~sF2
EDIT menu, diSplay .....ccvvviiiiiiiinccceenenennrsinesnsnsnsasesesens a8, 2
Enter character via ASCII code ................ 380, ASCII number, «
Extend selection to character .............. 3#84H or@ -, character key
FILE menu, display ... 8=, 1
Find next format .......ccocervnenriniiinniisnniiesseieesn #B=sR
Find specified text ........cccvivinnininnnnnninnniniiisniisseessns 88F
Find text again (next OCCUITENCE) ..........ccevervrurseerrresearererasennes B~=A
First line indent, nudge %2 inch .....c.ccccocevevereeenvncrecrcnecrernen #BOF
FONT menu, display .........cocvveuminniisnnennnineesenecsssensesessenaenes 3891, 4

FOOtNOote, FefEreIICe ..vivvvrreereereeiierineeitesresssssseseesesssesseessessassnes $E



% Microsoft Word

Keyboard Equivalents (3 of 9)

FORMAT menu, diSplay ....coocevereniriinnerinesnsesessssssssisosssesenans 3#91, 3
Formula character (\\) ......ceeeeeeveeveevrivnnressnesneereessesssessessesssens 8=\
Formula character (in Search)?. ........ccccverereceronireeeeinneeesecccssnenns A\
GLOSSARY dialog, diSplay ..c..ccccecvevenirnieriscnicrnisesennneeesssrerenenes 88K
Glossary phrase, insert into text ................ 8@, glossary name, «
Go back to preceding location ..........ccceviiiiiiniinncene 8sZ orm0
GO to specified Page ........cuvveirereniirenusrirerisesssnssniasisesissoncssseenssenes 386
Hanging indent, nudge Y2 inch......ccocooiiicinniccinncncnrccnnnnns BOT
HEIP .ot 38/ orneLp
Hidden text .......ccoovececeeviinnnnncnsenniennnsssnssesieesenee. #OX or=sfFI
HypHENATION dialog, display .......cococvernviriinvensennsinninsinene. {©F15
INCrease type S1Ze ......c.cuveeeeinermirernnreneinnnsessennnssssesessesessesessanes B4
BALIC tBXE .ovveenrreirreriereerer s #41orFll
Justify text (full justification)........ccccecvivivirnrrnecrcrerscncrriereenns 8O
Left-Justify teXt ...ccvivcriceeininssenrincsrnscnnsisnssessssesssesssnsssesasenes ®BoL
Left margin indent, nudge % inch (nest) .........cceccevevcerreencnne BON
Left margin indent, nudge back (unnest) ..........oeerviiriinnnes BLOM

* Specifically for use in the FinD or CHANGE dialog box

# command  « return keypad key
¢ shift > enter - space bar

S option £ escape F1 function key
A control @ delete ‘*  mouse click
= tab ® fwd. delete ““R mouse drag




% Microsoft Word

Keyboard Equivalents (4 of 9

Line Break .......coevieersnnsesimsisesisissionmsissisessesnsassassesesessessssessanes O
Line-break character (in Search)e.........cocccvevieriinricrerersseneessssescsen An
Move down 0ne line .......ceiveiicncnninrnieninesiessnenseresenns lor@m2
Move down 0ne SCreen .........eeeersreresenes @ 3, 38=S., or PAGE DOWN
Move left 0ne L6tter.........cocvieiiivcerniniiiissnesssnsnresenens < or@4
Move left 0ne WOTd .......cccvverrirererarisnsessssnsisassosesssnsananes 38« ordm4
Move right one letter ..........ccvvivinreniisnsinisisseceercnnenas —>or@6
Move right one Word ............oceceeerviereerrreresesnnneneesnns 3#-> or¥m@6
Move to beginning of current line........ O 7
Move to beginning of current paragraph ......... 381, 3= 8, or B~sY
Move to beginning of current sentence ..........coceceuruervuercereens ¥m7
Move to beginning of document ............ccuucvvrevensirirircnsrnasens ¥=9
Move to beginning of next paragraph .............. 38!, 3= 2, or 38~sB
Move to bottom of Window ........cuieiiiniciiincnnionnieeseneesesssenns END
Move to destination ........c.cceuu.... 38=sX or ©+F2, 'k point in text, «
Move to end of current line...........coccievvinnenrnnnnnneccneinereesenenens @1
Move to end of current SENtENCe ..........ccuvireriirerererresreressensens #m1
Move to end of document .........ccccevcreriererrenevensenerersreeseeeenens #=3
Move to top of Window ... 3825 or HoME
Move up one line ... e Torm8
Move Up 0ne SCIeen .........ceuveiimieesisiesseenseons 9, 38<SP, or paGE uP
New document, Create.........coveveeereencrerereseseeererennnerenesensens 38N or F5
New WIndow, CTEALE .......cccccrereerrerrrreecsinreesineeessresssneerassessssnns <F5
Nonbreaking hyphen ..., 38~
Nonbreaking hyphen (in search)t.........c.cccoccovviverninirrscnsirosenns A~
Nonbreaking space character ...........cocoeiivninenicsessiniesinnn: 3B

Nonbreaking space character (in search)*.......cocovuerineerereerecerenne As



% Microsoft Word

Keyboard Equivalents (5 of 9)

Normal style sheet, change selection .......c.c..ccccccecevnininnnenes #BOP
Open any file ......oeviriinninniinnniinniinens 4+ choose Open or {3F6
Open existing document .........cccoonvvniiinrinnnisoisenennes 380 or F6
Open space text (12 points before Q) .....ccocevvienrivvcnninenenn. 0]
Optional hyphen ... 38-
Optional hyphen character (in search)’.......cc.ocovvininrniiniinnnane, A-
Outline, collapse all topics .......cocoviiviiniercrcreenenee - ordf~eT, -
Outline, collapse selected topic only

Outline, demote topic .....cccovvvvervinveiniiniinicnicenns

Outline, demote topic to body text .........ccecnrcvunen 8-> or #8~T, >
Outline, display all ......coconvivnniiiinnniniininn. * or 38=sT, A
Outline, display first line only .......ccourueriiiininninnne @ =or38=~T, B
Outline, display formatting ...........coeveuerevererunienens / ord8~eT, F
Outline, display topics

down to specified level.........ccccovviiniiiniiniiinae 38=ST, number key
Outline, expand all tOPiCs ......covvrnririrecrrcrereneenenes B+ or38~sT, §
Outline, move topic dOWN .....cccvvvriiiiiencnnans dord=sT, , or@m@?2
Outline, move tOpiC UP .vvereverrererisrireesierennenne T or38=sT, 0 or=8

* Specifically for use in the Finp or CHanGE dialog box

38 command « return keypad key
¢ shift o< enter - Sspace bar

=S option & escape F1 function key
A control & delete k mouse click
< tab © fwd. delete R mouse drag
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% Microsoft Word

Keyboard Equivalents (6 of 9)

Outline, promote topiC.....ccvcievinessusiisnenenes < or 38T, Kor@4
OULline text ......cccocveirernrercriiiiienseeseee 3840 or ¢F11
Outlining Mode ........cococminmncninivnninenincncsennennenses 38U or ©°F13
Page Break ......c.ooccvererernecenneroncennenninnsssssnesnsessesessessssesssssssessases Coe
Page break character (in search)F.........cocoveeereceerveeerecrnrerrrsecannns Ad
PAE SBLUP ....cvrcririiiriiriiiiessieiinssssssssesessse s sessesssnsanans {*F8
PAGE VIBW ..c.vciriiiniiisininissisinnseisisiiiensssesesasssessssessssrenens 38B or F13
Paragraph break above row in table ........cccecevnrnviiniinnnen. S
Paragraph break character (1) (in search)¥.........cccooerverereiecriurene Ap
Paragraph break in front of cursor.........cccoceevvevvecveeenreneennnne RN
Paragraph break with same style sheet...........c.coeervervrunrererennns B
Paragraph specifications ...........ccovoniiineinisencccsensnninnn 88Mor +F14
Paste element .........ccccereeercernrneninenenenrnseneennessessnssessenns 8VorF4
Paste linK ......ccoeeereniintiiiiiininentcnnsnisesnessesseses e seessesnesnenas =sf4
Plain for current style sheet.......c.cueevirercecrenercesnnennene ¥ orF9
Plain teXt ...ccuccvrerernierereererceeeeeneerenensesesessesesseseneesenes FOZ or+F9
Print documMent ........ceveviiisiiniiennsresniniiesnorsssnsesesenens 38P or F8
Print Preview ..., 381 or=sF13
Question mark character (in search)®.......cccoeveeevcverrnerercnnreresseenes A?
Quit Microsoft WOrd .........ccceceeverceneneeneenrenienesenrssnessessessessosseres 380Q
Reduce type SIZe.........cvvivninininininincsiseineenencncserssesessensesnens #BOL<
Remove from menu ........ccocovvvviiiiicrcnenen. 38~s-, choose command
Renumber pages ... 38F15
Repaginate NOwW ... 38J
Right-Justify teXt .....ocovvvirevrimiinninisinnnsseeessesesserenessns BOR
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Keyboard Equivalents (7 of 9

Save as different name or 10Cation ......c.ceceevervveriviirvenrenienseneenes O
SaVe dOCUMENL ....covverrrerenerreersteneenesirnieesresssesssesseessesnssanes 38SorF7
Scroll down one line ........ccccceervinrernerrneeenecineeseeeseeneesseserenessns 1N
SCroll UP ONE LN ....ccovceerieerierrnrnreiereseniere e esseesessannerenes 3e=s(
Section break e e B
Section specifications ...t =sF14
Select all text from cursor location

to beginning of document ..........cccevriniiniivnniincinenens ®84=I
Select all text from cursor location

t0 end of dOCUMENL......cccvviereecrenreenrenrrerreeresre e eeeresees #O=3
Select all text in document ...........c...... 38% in left margin or 38=sM
Select current

then preceding paragraphs ........coocsviriveersrerercnaas BOTorBO=8
Select current

then succeeding paragraphs ........coeceervvenceveveennnns BOlorBCE@2
Select entire line of text .......coeveveviviiiiieiinninncn, * in left margin
Select entire WOTd ........oceverecereerierrnrsnienrensereesessenensesssnas ®® word
Select next 1etter ........ccvvvvveeereecninresscssennnsrerensserenens - or 0E@6
Select next WOrd .....ooeeveververercvnreverisreesenecrenerssesens BO or BOEE

* Specifically for use in the FiND or CHANGE dialog box

# command « return keypad key
¢ shift o~ enter — Sspace bar

S option & escape F1 function key
A control & delete ®  mouse click
<! tab ® fwd. delete R mouse drag
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Keyboard Equivalents (8 of 9)

Select preceding letter ............covvvniivvcrneniunrerinecnne ¢ or 034
Select preceding word.........ocvveviiiirinniceiececennn, BOC orBLEA
Shadow text ....c.ceoverivimiinniniiiieeenes 3O W or=~sfFll1
Show/hide q markers and SPACES .......c.ccovevevererecererernesisrereereniene B8y
Show/hide rulers ... 3#R
Small caps text......cccoverieinienrnniinnnie, 38 4+H or=sfF10
Sort in descending order ..........cocveviiieeerereerssensene €, choose Sort
Spelling, Check .....cccoceivveereiercerereinrseneeeereessenesenneenes 3L or F15
Split window in half ..., 38=sS or 'k split bar
Split window to display footnote ......... FO=sS or 4K split bar
Strikethru text ......c.ccovivevennvecrininenene. setrssrssteenesstasssasonss B_BL/
SUDSCEIPE tEXL .eevrverireersereesiisniseisinmsiessesnsssnnseiressiessssesessesesenes 8B4
SUPETSCIIPL EXL cuovviiiriisiniiiiiie et bes BO=
Symbol font, change selection ...........occececeeeririrreennrecccennrenes ¥4a
Tab character (in SEArCR) ... .cocevirveeeeeeercrerssesereeseeeessssseserasesnns At
Tab character inside cell........cocooviieiiniininiiseneneneceneeecens S\ |
Table, move one cell down ......ccoveveiviecnrennrenervcrnerenn, { or #~sm@2
Table, move one cell left ......ccocvunmvciininenrccrereienreeeeeenne, B~m4
Table, move one cell right ........cccvvvereniirnicinnenienen, 8~sm=6
Table, move one cell Up ..o T or 38~<E= 8
Table, move to next cell .........coccouveveveenrcennene - or 3d~S@3 or P
Table, move to preceding cell .........ccccccveuenne. «, O, or38~s=9
Table, select entire COIUMIL ...ccoverirircrnrnninnnninnnieneeeere s reiaens sk

Table, SEleCt ENtITE TOW .....ccceeeeivereriiineereeesveeseesesssessesseessesseanes ®R



% Microsoft Word

Keyboard Equivalents (9 of 9)

Table, select entire table ..........ccerereersirerernereesererssesrmnessessenes ~<k%
Underline text .........cviiviiraneecinineinincisnsnsisienn, 3#84UorFl2
Undo/redo last Operation ...........coeeveeveennenneeseenerssenansannns 38ZorFl
Update linK ....c.ccovrevenveninceeniniinennnmniescssensennneersssesessesssessessssesens ~sF3
UTILITIES menu, display ......covvevevimreneeeniciniiiceciiisinns 381, 6
White space (nonword) character®. ..........ccccoviiinrininnvcinirenninn, W
Wild card for a single character. .......cvviinncincnrniisinns ?
WINDOWS menu, display .......oieiirininiennccninisisinnnsnnns 3B, 7
WORA COUNL c.ccvrniiisinriisesniesincsisisnsissessasssssssssesesssssassesessanses <sF15
Word-only underling text .........ccerrevvininivirnrrenenes ¥4 ] ordsF12

* Specifically for use in the Finp or CHANGE dialog box
Accurate for Microsoft Word, version 4.0

3% command « return keypad key
¢ shift o~ enter — space bar

=S option & escape F1 function key
A control & delete ® mouse click
1 tab © fwd. delete Kk mouse drag




% Microsoft Word

Ten Hottest Tips

<

Searching for unusual characters. The CHANGE com-
mand under the EpiT 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 (),
enter A, Other search strings are included in the
Microsoft Word Quick Reference.

Document setup. Both Word 3.0 and Word 4.0 provide
special DocuMenT Serup dialog boxes that you access
by clicking the DocuMeNT button in the otherwise
useless Pace Serup dialog. To display this dialog in
version 3.0, press sHIFT and choose the Pace Serup
command from the FiLe menu. To access this dialog
directly in version 4.0, choose the DocuMENT command
from the ForRMAT menu or press cOMMAND-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 ArpLE 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
comMmanD-=. 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 coMmManD-=.

¢  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

Va’+b?
type \R(a?+b?) 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
Meg
Teddy
Mike

type “\BARC\}(\NANAC(Alice,Meg,Teddy,Mike))
quarterfinals team” where B is the bracket command,
RCaligns the bracket on the right side of the argument,
and } represents the kind of bracket to be used. In

quarterfinals team
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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 HipE § 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 UppaTE Link
command from the Epir menu. If you want to edit
the worksheet while in Word, press the sHirT key to
change UppaTeE Link to Epit Link and choose the
command. This will automatically transfer you to the
Excel document.
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& WriteNow

Ruler

First-line indent
Left indent marker
Right indent marker
Left tab marker
Center tab marker

Right tab marker

B 4 % w ) ) =

Decimal tab marker

[

Align-left icon
Align-center icon
Align-right icon
Justify icon

Reduce leading icon

Increase leading icon



& WriteNow

Menus
(TN et vlew Formet Font Size Style Window )

New 8N
Cpen... %0
- Undo %2 Show Markers nY
Close W - e Show Space X
Soue %S Cut %Y Hide Pictures
Save As... Copy *®C e e sty a0
Rewert to Saved Paste %0 | |sPoge liew *0
Revert to Backup Ctear Header/Footer Blew  %J
»»»»»»»» i oot | Footnote Blew 2K
Preferences... Copy Ruter %1 e e
Page Setup... ONP Paste Ruler %2 60 to Selection ORG
Print... ne e - 60 1o Page... %6
Merge... %M Copy Font/Size/Style %3
Quit %0 Paste Font/Size/Styte %4
Find/Replace... %F
Check Speiiing... *8E
Count...
Change Case... oaewl
Select Al %8 '
Insert Soft Hyphen 8- Chicago vPlain Text %7 Clean Up...
Courier o s Send Behind 8=
indent Left to Tad = Geneve Beld %8
indent Right to Tab %) Helvetca 1olic I Show Clipboard
e et Honaco Underting  %U Hide Ruler %A
Insert New Hosdor O%H Sypfor Oxtioe e e
Insert New Fooler  O%F Times Ohadoa Check Spelling
insert New Foolnote O%N Condense Find/Raploce
Extend Ruter
Insert Page # e
Insert Time... 50 PoORe Superscript %H| |vBocument |
Insert Oate... 12 Polnt Subscript %L Bocument 2
Insert Page Bresk  O%B gg m
Keep on Seme Page <O%K 26 Poizt
fllow 1o Cross Page OXA 36 Polnt
48 Paint
60 Point
72 Peint
Other... %8
Smeller %9
Larger %0

11 Point
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Keyboard Equivalents (1 of 4)

Allow selected paragraph to Cross page ........c.ccoeveseiresnssisrenes BOA
BOLd L8XL cuvucuirieeinieieinniicrcicsessensneriremonssssesssesessssssssassssssssssrsnens 368
Cancel OPeration ...........cccveienrisinnnisserinisisesssasssiossssssnes #.or @
Caret or circumflex character (in search)’. ........ccoeevvinininenncns An
CENLET tBXL tivvcriiiisirinsiirisrsen e eessesessessesesns ¥4C
Change case of type (lowercase/uppercase) .........cocveiverrenes BOW
Check spelling/next Word .........ccvvmineneninessiniensessssss 35E
Clear element .........ccooerinieininininnniincsesssesressessssssssseses &
Close all open documents.........ccooueecereneiiresnsnnisnnens ~¢'k Close box
Close dOCUMENL .......vivireererenierscncsinsesessisensosssssrsossassaresosssasesses 3B
Compact doecument (rewrite) .......cocevevnernnisrirernenns =S choose SAVE
COPY BlEMENLt ...t 38C
Copy font, size, and style (text formatting) ........ccceceeveriircrerenns 383
Copy ruler (paragraph formatting) ........c.ccovniirencinnssiininins 381
Cut lemMEeNt ..vevveveeererrierreeerentscirnteeeserresessreseesasanestssnernssterae 36X
Find/replace specified text or find next occurrence ............c.. S8F
Fixed/flexible leading, toggle .........cocervvermnisininneccncneninennes #EOX
Globally change identically

formatted paragraphs ........cccviiiiininnnnns € change ruler settings
Globally change identically

formatted text.......c.ccoverenen. <> choose font, style, or size command
Go to selection (display cursor location) .........ccceevercerennnennn 846
Go to specified Page .......occcueiirnriiiiinicnnisinnieiisesssssrsonisen 386
Increase 1eading........cccvvrmnniniiiccnii e BOI
Increase type size 1 POINt ....ocveeiiniiiiiniiinii 380
Indents, move left one tab Stop .....ccvvcnicniiiincnnniinene 8L

Indents, move right one tab Stop ..., 3*1]
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Keyboard Equivalents (2 of 4)

Insert NEW fOOLET ......cocueviiieinimnnisissssensuosinennssnesenenereesessssensaenes BOF
Insert new fOOtNOte ....cccvimreercieivrnnneriinrineneceereseeseeserennesensens BON
Insert New header ... #BOH
THALEIC EEBXE ..euirireeeererniennseesesenatess st sesesssssesastanesessensnasans I
Justify text (full justification).........coverirmiercrerervennseenneverenenns #’4d
Keep selected paragraph on same page..........covnvvcrcenenens #BOK
Left-JuStify teXt ..ccvvereiireiecner st sessisessesressssssenssesesessnne BOL
Maintain relative paragraph indentation

while reformatting ..........cooevniivireniiinns 88 change ruler settings
Merge form letter with data file........ccoevcvrrvininncininiineccnccennne 3EM
Move down one line.......cccoceveeeieinniniiniinnnncnncinccnienenie s {
Move left one letter ...........cveevvinrnvenninnniininnens «
Move left 0ne WOrd ..o g¢
Move right 0ne letter ... -
Move right 0ne Word ...t s-
Move to beginning of current line ..........ccvvevcviirinccrinecccenenne 38«
Move to bottom of Window .......c.ccevviniiiiviiniinninininicnnnnn, a8l
Move to end of current line.......coeeniimnciniiniinininiiniicnenenn. ¥

* Specifically for use in the Fino/RepLAcE dialog box

38 command +« return keypad key
{ shift > enter - Space bar

<~ option & escape F1 function key
A control @ delete % mouse click
1 tab ® fwd. delete K mouse drag
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Keyboard Equivalents (3 of 4)

Move to top Of WINAOW .....cccvireemiciiiieiisiniinincsissienes )
Move up 0ne lNe....cu i T
New document, Create ........covveerimenisicicsesnisisnssiseesenesssssssenonene 38BN
New document, override stationery .......coeeceereneee =S choose New
Open existing document ........cocevviiirinicrenenseninninninissenees 880
Optional hyphen ... necseienesesessnens 8-
OLher type SIZe ..o esesessssssssrsiesssss 388
Page break ... 808
PABE SELUPD .c.cvverieeerinisercsenresinecsisesisessesssssssssncsssssrensnsssssesssreres BOP
Paste element ........cocccenriririennirenicnicneinieesnssssnisssnssssnesesssennonss a8V
Paste font, size, and style (text formatting) ...........cccccvreeevrrcrnnnn. 84 -
Paste ruler (paragraph formatting) .........cccooiniinciinncrnciiniannens 382
Plain tBXt .ocvevcrceiiniiiiniiiinintitisiisesesesessseseseesesensasasessssstssnsanes i
Print dOCUMENt ....cucrviinriririiiinieniiererisesecers e seasserssssnsessennns 38p
Question mark character (in search)*..........ccccvccvirienrrccrivnnnn. ~?
QUit WIHIENOW ....coveriririiiitiiiiiiinsisesnisennnssseescsesesassssonsrens 38Q
Reduce 1eading ... 80D
Reduce type size 1 POint.......ccovvivmmeurccsnseenercrererecnesesescscsssasens 389
Return character () (in search).......c.cccccccvneevnrenroruennes S+ or”r
Right-justify text .....ccccovevevnieiiniitenesecsneneas S$BOR
5ave dOCUMENL ..vvvirieiiiiisriiistiirtere e e erestrne e e saeseseesessesarace 38S
Scale picture back to original size .............couvruenneee. <% picture
Scale picture freely .......c.covvvviniiisnnsinicneinne. %k, ="K corner
Scale picture proportionally .......ccoceeeeveeerccererernenns %, "N corner
Select all text in dOCUMENL ....c.cccoviiniirensorirerecensrsnninrseresssorennne 38A

Select entire word ..............
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Keyboard Equivalents (4 of 4)

SeleCt NEeXt LOEET ..cvvveereerreieeeercreerenseereereesreeeressessesseesnessessnes O
SeleCt NeXt WOIA .....ceoeereirienrenvernesnrenesieessesseessessnesseesesssees OS>
Select preceding letter ...........cccomininicininnrinicneniecsinenneneereeane Qe
Select preceding Word ..., O
Send current window to back ......ccccceviiviennienininrenienenienneeeees 8=
Show/hide § MArkers .........ccocceverveecveniennnnrninecssesseeseesssssessesseses 8Y
Show/hide TUIELS .....ccceverireicecierentictertennees e s seesreeessressesns 88R
Show/hide SPACES ........cccvvvvvcviriiiirienis e 3B
Subscript text 1 POINt .....ccoivinreiimnini e 8L
Superscript text 1 POINt ......ccviviiimsiicisin e &#BH
Tab character (in s€arch)?.......cccoeeevererricineersverennreresenens <S®l or *t
UNAErline tEXt v.cveevrrreiiriirenineresireeerissnreniseersrnesresssnsssssessssnsessnne 8U
Undo/redo last 0peration ..........cuevmvniieniiininccnnnninesnisesesssnes 8z
VIOW FOOINIOES ..ccvverrirvirieieiennisersesseessseererssssernsssessessossossorersessos 38K
View headers/fOoters .......cocvivreiercuinieniessesseesseessesssessessesssosneos 38J
VIBW PAGE cecvvevrrerereeresreuininenrsessssesisssssessssareserssassesssesssesssessssssssas 38D
Wild card for a single character®. .........couieinirinninininneneerisnenes ?

* Specifically for use in the Finp/RepLace dialog box
Accurate for WriteNow, version 2.2

38 command  « return keypad key
{ shift »< enter - space bar

=S option £ escape F1 function key
A control @& delete % mouse click
| tab ® fwd. delete R mouse drag
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