

























































































































































































































































































































































































































































































































































































































































































% FullWrite Professional

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




Word Processors ¢ 223

% 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
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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
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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.



238 ¢ Word Processors

& 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
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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
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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




Product Index
e

Adobe Illustrator 88 3
Aldus FreeHand 12
Aldus PageMaker 102
Canvas 23

DeskPaint 137
FileMaker II 49

Full Impact 176
FullPaint 144
FullWrite Professional 205
HyperCard 67
MacDraw II 30
MacPaint 149
MacWrite 216
Microsoft Excel 185
Microsoft File 54
Microsoft Word 223
Panorama 58
PixelPaint Professional 158
QuarkXPress 124
Ready,Set,Go! 116
Spinnaker Plus 81
Studio/8 166
SuperCard/SuperEdit 91
SuperPaint 37

Wingz 196

WriteNow 238



SYBEX Computer Books
are different.

Here is why . . .

At SYBEX, each book is designed with you in mind. Every manuscript is
carefully selected and supervised by our editors, who are themselves
computer experts. We publish the best authors, whose technical expertise
is matched by an ability to write clearly and to communicate effectively.
Programs are thoroughly tested for accuracy by our technical staff. Our
computerized production department goes to great lengths to make
sure that each book is well-designed.

In the pursuit of timeliness, SYBEX has achieved many publishing firsts.
SYBEX was among the first to integrate personal computers used by
authors and staff into the publishing process. SYBEX was the first to
publish books on the CP/M operating system, microprocessor interfacing
techniques, word processing, and many more topics.

Expertise in computers and dedication to the highest quality product
have made SYBEX a world leader in computer book publishing. Trans-
lated into fourteen languages, SYBEX books have helped millions of
people around the world to get the most from their computers. We hope
we have helped you, too.

For a complete catalog of our publications:

SYBEX, Inc. 2021 Challenger Drive, #100, Alameda, CA 94501
Tel: (415) 523-8233/(800) 227-2346 Telex: 336311
Fax: (415) 523-2373




ENCYCLOPEDIA
MACINTOSH SOFTWARE
INSTANT

Here's the popular quick-reference guide to
Macintosh applications— from our hot selling
Encyclopedia Macintosh—now in a handy,
compact volume designed for frequent daily use.

Turn here for tips and reminders on every top-
rated Macintosh program—24 applications in
all— for Drawing, Painting, Page Layout, File
Management, HyperCard/HyperText,
Spreadsheets, and Word Processing. For each
program, you'll find:
¢ detailed menu maps
» complete keyboard equivalents,
alphabetized by function
* the top ten tips for making the most of
your software

About the Authors:

Craig Danuloff and Deke McClelland have co-
authored many books on computing, including
SYBEX's bestselling Encyclopedia Macintosh:

“Encyclopedia Macintosh is the best
Macintosh resource book since The
Macintosh Bible, reviewing a full range of
topics and providing helpful tips. .. Over 750
pages of solid resource material.”

—Bay Area Computer Currents

U.S. $12.95
/ 7 4

SYBEX PROMPTER"SERIE




