


























































































































































































































































































































































































































































21 2 • Word Processors 

.. ;;:::· FuiiWrite Professional 

Keyboard Equivalents (5 of B) 

Open existing document ............................................................. 3€0 
Open first note panel in current section ................................ 

0pen next note panel .............................................................. 3€ ..0-

0pen preceding note panel ................................................. 

0ptional hyphen ........................................................................ 3€-

0utline, collapse topics to specified level ...... choose CoUAPSE 

Outline, demote all topics at same level as selection ............ 3€.0] 
Outline, demote topic ................................................................. 3€] 

Outline, expand topics to specified level .......... choose ExPAND 

Outline, make item (new topic) ................................................ sg...,. 
Outline, make new item at specified level .... choose MAKE ITEM 

Outline, make new subordinate item .................................... ..... 
Outline, make ne\Y' superior item ......................................... 3€0 ..... 

OUTLINE menu, display (if available) .......................................... 3€9 

Outline, promote all topics at same level as selection .......... 3€ 0 [ 
Outline, promote topic ............................................................... 3€ [ 

Paste element .............................................................................. SiV 
Paste swap (exchange selection w;clipboard contents) ......... 

Perpendicular line, createt .................................... 0 IV/ line tool 

PICTURE menu, display (if available) .......................................... 3€9 

Plain text ..................................................................................... 3€ P 
Print current page .................................................................... 

Pull object aheadt ................................... choose BRING TO FRONT 

Push object behindt ................................... choose SEND To BACK 

Quarter circle, createt ............................................. ..0 "'/arc tool 

Quit Full Write Professional ........................................................ 3€0 
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v~;:::· FuiiWrite Professional 

Keyboard Equivalents (6 of BJ 

Reduce type size ...................................................................... 3€~-

Remove style discriminately .................. ~ choose style command 

Return character (Cfi) (in search)* ............................................... 0+-' 

Right-justify text .......................................................................... 3€ R 

Save document ............................................................................ 3€5 

Scroll down one line ............................... ~lm!l3, ~PAGE UP, or 3€~\ 
Scroll down one page ..................................... lm!l3, PAGE DOWN, or 3€\ 

Scroll to beginning of document .................................... lm!l7 or HOME 

Scroll to end of document ............................................... lm!ll or END 

Scroll up one line ................................ ~1§19, ~PAGE UP, or 3€0~\ 

Scroll up one page ......................................... lm!l9, PAGE UP, or3€.0\ 

Search incrementally for next phrase ......... 3€+1, literal phrase,+-' 

Search incrementally 
for preceding phrase ................................ 3€~+1, literal phrase, +-' 

Select all text in chapter ............................................................. 3€A 

Select entire paragraph ..................................... <1\- <~ '~ in paragraph 

Select entire word ............................................................. ~~ <~ word 

Select next letter .......................................... 3€~. 3€1m!16, or3€0~L 
Select next object, deselect current selectiont ............................. +1 

+ Exclusively applicable to drawing in the Picture panel 

3€ command +-' return lm!l keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <El delete '" mouse click 
+I tab ® fwd. delete ····~ mouse drag 
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v;::::· FuiiWrite Professional 

Keyboard Equivalents {7 of BJ 

Select next object, retain current selectiont ............................. 0+1 

Select next word .................................. 00~-+, OO~ti!ID 6, or 000~' 

Select preceding letter ................................ OOf-, 001§14, orOOO~K 

Select preceding object, deselect current selectiont ................ ~+1 

Select preceding object, retain current selectiont ................ 0~+1 

Select preceding word ......................... OO~f-, 00~1§14, orOOO~H 

Select to beginning of current 
then preceding paragraphs .................................... 00~1' or 00~1§1 8 

Select to beginning of current 
then preceding sentences ............................. 001', 00tl!ID8, orOOO~J 

Select to end of current 
then succeeding paragraphs .................................. 00~-1, or 00~1§1 2 

Select to end of current 
then succeeding sentences ........................... 00-1,, 001§12, orOOO~: 

Show/hide open note panels ...................................................... OOH 
SIDEBAR menu, display (if available) .......................................... 009 

SIZE menu, display ...................................................................... 007 

Small caps text ............................................................................ 00 E 

Square, createt ............................................... o····Jt IV/ rectangle tool 

Strikeout text ............................................................................... OOK 
STYLE menu, display ................................................................... 008 

Subscript, specify ............................................ ~ choose SuBSCRIPT 

Subscript text 1 point .............................................................. OOO-
Superscript, specify ..................................... ~ choose SuPERSCRIPT 

Superscript text 1 point .......................................................... 000= 

Tab character (in search)* .......................................................... 0+1 

Underline text ............................................................................. OOU 
Undo/redo last operation ............................................................ OOZ 
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,:::::· FuiiWrite Professional 

Keyboard Equivalents (8 of BJ 

Variable control (page numbers, etc.) ........................................ OOY 
Variable, insert into text .............................. OOY, variable name, +-' 

Wild card for a single character* ....................................... /., ( 0~1) 

Wild card for a single word* .................................................. = (~X) 

Window, bring any 
open document to front ............................... OOW, window name,+-' 

Windows control (bring to front, etc.) ........................................ OOW 

Zoom window to full screen .................................... ~\ Zoom box 

t Exclusively applicable to drawing in the Picture panel 

* Specifically for use in the FIND/REPLACE dialog box 

Accurate for FullWrite Professional, version 1.1 

00 command ...... return mill keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <8] delete ·~ mouse click 
+I tab [B) fwd. delete ····~ mouse drag 
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~ MacWrite 

Ruler 

l First-line indent ~ Single-spacing icon ., Left indent marker r=l 1 %-spacing icon 

~ Right indent marker [3 Double-spacing icon 

A Left tab marker [!I Decrease leading icon 

~ Center tab marker ~ Increase leading icon 

..&.. Right tab marker ~ Align-left icon 

.6. Character tab marker ~ Align-center icon 

~ Align-right icon 

~ Justify icon 
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-~--~ MacWrite 

Menus 

"'Plain TeNt 

•••• IIIIHC 
~ 

IDiltllltD:II 
mmBmD 
.ll.nlla.r1l.nA 
W21ll.llnliJU:li.D.i 
ppublp UndprUpp 
Supencrtpt 
Subscript 

Color 

Page ••• 
Paragreph ••• 
Tab ••• 
Character... o KD 

Copy Ruler o KC 
Rpply Ruler 0 KU 

1----·------
Scale Picture-. 

Insert Header 
Insert rooter 

~....,;C;.;U;;,;;S.;,;to;.;m;,;;•:;;•·---....;;·;.;D;., --;;;;;~;;;;;~~--;MF 
Insert Pogo Break 
Insert Column Break 

Reduced Size 
Side By Side 

Document I 
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~. MacWrite 

Keyboard Equivalents ( 1 of SJ 

Actual/reduced size, toggle ........................................................ SGR 
Apply ruler (paragraph formatting) ........................................ X.O V 

Backs lash (in search)* ................................................................... \ \ 

Bold text ...................................................................................... 3GB 
Bring next window to front .................................................... X.OW 

Character specifications .......................................................... X-(}0 

Check spelling of all text ............................................................ X= 

Check spelling of selected text ................................................... 3G K 

Column break ................................................................... ~ or AC 

Column break character (in search)* ............................... SG~ or \c 

Copy element ..................................................................... XC or F3 
Copy ruler (paragraph formatting) .......................................... X.OC 
Custom style sheet ...................................................................... SGD 
Cut element ........................................................................ SGX or F2 

Date character. abbreviated (in search)* ............................ XA or \a 

Date character. long (in search)* ........................................ XL or \ 1 

Date character, short (in search)* ....................................... X$ or \s 
Delete next letter ....................................................................... .0<!1 
Delete next word ................................................................... X.O<!l 
Delete preceding letter ................................................................. @ 

Delete preceding word .............................................................. X<!l 
Double-underline text ............................................................. SG.OL 

Find/change specified text ......................................................... X F 

Footnote character (in search)* ............................. X~F or \f (~F) 

Graphic character (in search)* ........................................... XG or \g 

Help ........................................................................................ : .... XI 
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~ MacWrite 

Keyboard Equivalents (2 of SJ 

Increase type size .................................................................... ag-(} > 
Increase type size 1 point .................................................... ag .0~> 
Insert current date ................................................................... ag-o-A 
Insert current page number ..................................................... ag-(}p 
Insert current time ................................................................... :Jg-(} T 

Insert footnote ......................................................................... ag-(} F 

Insert text or graphic file ......................................................... ag-o I 
Italic text ...................................................................................... ag I 

Line break ................................................................... -(}..,. or A .OM 

Line-break character (in search)* .................................. ag-Q-..,. or \n 

Merge break character (in search)* .................................... 3€M or \m 
Merge form letter with data file .............................................. 3€-Q-M 
Move down one line ....................................................................... J, 

Move left one letter ....................................................................... ~ 

Move left one word ................................................................... ~~ 

Move right one letter .................................................................... ~ 
Move right one word ................................................................. ~~ 

Move to beginning of current line ............................................ ag~ 

Move to beginning of current paragraph ................................... ~t 

* Specifically for use in the FIND/CHANGE dialog box 

3€ command .... return lim) keypad key 
-(} shift ~ enter - space bar 
~ option g escape Fl function key 
A control <!] delete \ mouse click 
+I tab [B) fwd. delete ····1\- mouse drag 
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~ MacWrite 

Keyboard Equivalents (3 of SJ 

Move to beginning of document ................................................. agJ, 
Move to beginning of next paragraph ........................................ ~J, 

Move to end of current line ....................................................... ag~ 

Move to end of document ........................................................... X't 
Move up one line ............................................................................ 1' 

New document, create ................................................................ agN 
Nonbreaking en space ............................................................ ag~-

Nonbreaking en space (in search)* ...................... ag~- or\§ (~6) 

Nonbreaking hyphen ............................................................... ag~-

Open existing document ............................................................. XO 
Optional hyphen ......................................................................... X-
Optional hyphen (in search)* ............................................ ag- or\-

Other type size ........................................................................ agoo 
Outline text ................................................................................. agE 

Page break ................................................................. -o~ or .A.OC 

Page-break character (in search)* ................................ ag-o~ or \ b 

Paragraph break ................................................................. +-' or AM 

Paragraph-break character (in search)* ............................ ag..,.. or \p 
Paste element ..................................................................... agv or F4 

Plain text ..................................................................................... agr 
Print document ........................................................................ , .. agp 

Quit Mac Write II ......................................................................... ago 

Reduce type size ..................................................................... ,ag-o< 
Reduce type size 1 point .................................................... ,ag-o~< 

Save as different name or location ......................................... ag-os 
Save document ............................................................................ ags 
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MacWrite 

Keyboard Equivalents (4 of 5) 

Scroll down one screen .......................................... A L or PAGE DOWN 

Scroll to beginning of document .................................... AA or HOME 

Scroll to end of document ............................................... AD or END 

Scroll to last page of document ............................... AOD or OEND 

Scroll to top of next page ................................ AOL or OPAGE DOWN 

Scroll to top of preceding page .......................... AOK or 0PAGE uP 

Scroll up one screen ................................................... AK or PAGE uP 

Select all text to beginning of document ................................ 3€0t 
Select all text in current document ............ a€ A or ~~ ~~ ~~ ~~ ~~ in text 

Select all text to end of document .......................................... 3€0.J, 

Select entire line .......................................................... \ ·~~ \ in line 
Select entire paragraph .................................. ·:~~~~~·:~ in paragraph 

Select entire word ............................................................. ~~ ~~ word 

Seiect next letter ....................................................................... 0-7 
Select next word .................................................................... 0~-7 

Select preceding letter .............................................................. 0+-

Select preceding word ........................................................... 0~+-

Select to beginning of current then preceding lines ............ 3€0+-

Select to beginning of current then preceding paragraphs ... O~t 

* Specifically for use in the FIND/CHANGE dialog box 

3€ command ..... return ISlJ keypad key 
0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <EI delete ~~ mouse click 
+I tab [B> fwd. delete ····'t mouse drag 
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~--: MacWrite 

Keyboard Equivalents (5 of 5) 

Select to end of current then succeeding lines ..................... ~-Q-~ 

Select to end of current then succeeding paragraphs ............ O~J, 

Shadow text ................................................................................. XM 

Show/hide invisibles ('fls, spaces) .............................................. X: 

Show/hide page guides ............................................................... XG 

Show/hide rulers ........................................................................ XH 

Spell word (suggest) .................................................................... XV 

Standard (breaking) en space .................................................... X-

Strikethru text ............................................................................. XJ 

Style sheet number[#], apply .................................................. X[#] 

Subscript text .......................................................................... X<O--

Superscript text ....................................................................... X<O-= 

Tab character (in search)* ................................................ X+l or \ t 
Time character (in search)* ................................... X~T or\ t (~T) 

Underline text ............................................................................. XU 

Undo/redo last operation .................................................. XZ or Fl 

Wild card for a single character* ....................................... XB or \ * 
Word-only underline text ....................................................... X<O-U 

* Specifically for use in the FIND/CHANGE dialog box 

X command ~ return mill keypad key 
<0- shift ~ enter space bar 
~ option B -escape Fl function key 
A control ([I delete !~ mouse click 
+I tab ® fwd. delete ····tt mouse drag 
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~ Microsoft Word 

Ruler 
j1 

.. t ~ t. I 

... First-line indent I;:. I Align-left icon ,. Left indent marker 1=1 Align-center icon 

~ Right indent marker 1~1 Align-right icon 

t Left tab marker I-I Justify icon 

t Center tab marker I= I Single-spacing icon 

.t Right tab marker 1=1 1 %-spacing icon 

t. Decimal tab marker 1=1 Double-spacing icon 

Vertical-bar tab marker 1;::::::1 Close paragraph icon 

1::::1 Open paragraph icon 

~ Scroll ruler icon 
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~ Microsoft Word 

Menus 

Print Preulew ••• XI 
Print Merge ••• XR 
Page Setup... (}f8 
Print... XP Table ••• 

Glossary... XK 
Show 'I XY Open Mall ••• 

Send Mall ••• 

Quit XO 
Paste Link --cf4 
Update Link --en 

9lrPa:Gilll 
UID IPm.'tDII 

.... om IPa1I:Dll 
DoO IPaXXDII 
om !Pwo 
moO !PIDiblQ 

Chicago 
Courier 
Geneuo 
Heluetlca 
Monaco 
Symbol 
Times 

Short Menus 
Preferences ••. 
Commands .•. 

Open Header ••• 
Open footer ••• 

-·-·- -···-·······-····-·. --·······-
footnote... au 
Repaglnote Now Xd 

Outlining XU 
Page Ulew XB 

~------ -·- ··-·-· ---
Insert Page Break (}..,. 
Insert Graphics 
Insert Table ... 
Insert lndeH Entry 
Insert TOC Entry 

XR 

Character... XD 
Paragraph... XM 
Section... --cfl4 
Document... Xf14 
Cells ••• 
Position ••• 

Styles ••• 
Define Styles ••• ICT 

.;"Plain For Style IC(}. 

.;"PialnTeHt 
Bold 
/1111/t: 
.ll.Wlm:llnl 
lllmO!Ilm 

find ••• 
find Rgaln 
Change ••• 
Go To ... 
Go Dock 

Show Clipboard 
New Window Of5 

Spelling... Ill 
,.Document 1 

Document 2 
Hyphenate... (}f15 
lndeH ••• 
Table of Contents ••• 
Word Count ... "'':f15 

Calculate 88• 
Renumber... 88F 15 
Sort 
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~ Microsoft Word 

Keyboard Equivalents ( 1 of 9J 

Activate menu bar .......................................................... X+l or I§D • 

Add to menu ................................................... X~=.~~ item to add 

Again (repeat last operation) ...................................................... XA 
All caps text ............................................................. H-Q-K or '{}FlO 

Bold text ...................................................................... X-Q-8 or FlO 

Calculate ...................................................................................... X= 
Cancel operation ......................................................................... X • 

Caret or circumflex character (in search)* .................................... "" 

Center text ............................................................................... X'{} C 
Change font ................................... X-Q- E, font name or number, +-' 

Change specified text (search and replace) ................................ XH 
Change style ................................. X-Q-S, style name or number,+-' 

Character specifications .................................................. XD or Fl4 

Clear element ................................................................................ <!1 

Close document ........................................................................... XW 

Copy as PICT image ................................................................. X~D 

Copy element ..................................................................... XC or F3 

* Specifically for use in the FIND or CHANGE dialog box 

X command +-' return I§D keypad key 
'{} shift ~ enter - space bar 
~ option ,g escape Fl function key 
A control <!] delete \ mouse click 
+I tab ® fwd. delete ·---~ mouse drag 
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~ Microsoft Word 

Keyboard Equivalents (2 of 9) 

Copy paragraph format 
to destination .................................. X~V. or 0 F4, ·-·It phrase. +-' 

Copy to destination .................... X~C or OF3, rft. point in text ...... 

Cut element ........................................................................ XX or F2 

Define style sheets ...................................................................... XT 
Delete next letter ............................................................ X~ F or® 

Delete next word ......................................... : ........................... X~G 

Delete preceding letter ................................................................. <EJ 

Delete preceding word .......................................................... X~<EJ 

Document menu. display ...................................................... 3€+1. 5 

Document specifications (real page setup) ............................ XF14 
Dotted underline text .............................................. XO\ or~F12 

Double-space text .................................................................... XOY 

Double-underline text ............................................. XO[ or OF12 

Edit link .................................................................................... ~F2 

EDIT menu. display ................................................................ 3€+1, 2 

Enter character via ASCII code ................ X~Q. ASCII number • ...,. 
Extend selection to character .............. XOH or~-. character key 

FILE menu, display ................................................................ 3€+1, 1 

Find next format ...................................................................... X~R 

Find specified text ...................................................................... X F 

Find text again (next occurrence) ........................................... X~A 

First line indent, nudge% inch .............................................. XOF 
FoNT menu, display .............................................................. 3€+1, 4 

Footnote, reference ..................................................................... X E 
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~ Microsoft Word 

Keyboard Equivalents (3 of 9) 

FoRMAT menu, display .......................................................... 3G+I, 3 

Formula character(.\) ............................................................. 3G~\ 

Formula character (in search)* ..................................................... 11
\ 

GLOSSARY dialog, display ............................................................ 3GK 
Glossary phrase, insert into text ................ 3G<EJ, glossary name,..., 

Go back to preceding location ..................................... x~z or miD 0 

Go to specified page .................................................................... 3GG 

Hanging indent, nudge 1f2 inch ................................................ X <0-T 
Help ................................................................................. 3G/ or HELP 

Hidden text ................................................................ 3G<Q-X or~F9 

HYPHENATION dialog, display ................................................. <Q- F 15 

Increase type size .................................................................... 3G <0-> 
Italic text ...................................................................... 3G <0- I or F 11 

Justify text (full justification) .................................................. 3G<O-J 

Left-justify text ........................................................................ 3GOL 
Left margin indent, nudge% inch (nest) ................................ 3G<O-N 

Left margin indent, nudge back (unnest) ............................... 3G<Q-M 

* Specifically for use in the FIND or CHANGE dialog box 

X command +-' return ~mil keypad key 
<0- shift ~ enter - space bar 
~ option 0 escape Fl function key 
A control <EI delete '\ mouse click 
+I tab ® fwd. delete ····~\' mouse drag 
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~ Microsoft Word 

Keyboard Equivalents (4 of 9) 

Line break .................................................................................. "(}...., 

Line-break character (in search)* .................................................. "'n 

Move down one line ........................................................... J, or ll!1ll2 

Move down one screen ............................... ll!lil 3, sg~., or PAGE DOWN 

Move left one letter ............................................................ +- or lill!J4 

Move left one word ..................................................... sg+- or Xliilil4 

Move right one letter ......................................................... ~ or ll11!16 

Move right one word ................................................... sg~ or sgmm 6 

Move to beginning of current line .............................................. miD 7 

Move to beginning of current paragraph ........ ,sgt, sg!ill'll8, orOO~Y 
Move to beginning of current sentence .................................. sg~ 7 

Move to beginning of document ............................................. 00mii19 

Move to beginning of next paragraph .............. XJ,, X!ill'll2, or OO~B 
Move to bottom of window ......................................................... EN o 
Move to destination ................... X~X or .OF2, r~ point in text,...., 
Move to end of current line ........................................................ lill!ll 

Move to end of current sentence ............................................ 001l11!11 

Move to end of document ....................................................... Xmm 3 

Move to top of window ............................................... Xll!Jl!S or HOME 

Move up one line ................................................................ t or ll!Jll8 

Move up one screen ....................................... ll!1ll9, X~P. or PAGE UP 

New document, create ....................................................... OON or FS 

New window, create ................................................................ OFS 

Nonbreaking hyphen .................................................................. X-
Nonbreaking hyphen (in search)* ................................................. "-

Nonbreaking space character .................................................... X-
Nonbreaking space character (in search)* .................................... "s 
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~ Microsoft Word 

Keyboard Equivalents (5 of 9) 

Normal style sheet, change selection ..................................... 3€-'(}P 

Open any file ............................................. "(} choose OPEN or .OF6 

Open existing document ................................................... 3€0 or F6 

Open space text (12 points before 'II) ...................................... 3€.00 
Optional hyphen ......................................................................... 3€-
Optional hyphen character (in search)* ....................................... "-

Outline, collapse all topics ...................................... ~§~ - or 3€~T, -
Outline, collapse selected topic only ..................................... 3€g -
Outline, demote topic ..................................... ~ or 3€~T, L or g 6 

Outline, demote topic to body text ........................ 3€~ or 3€~T, > 
Outline, display all .................................................. eJ * or 3€~T, A 

Outline, display first line only ................................ eJ = or 3€~T, B 

Outline, display formatting ..................................... mm I or 3€~T, F 

Outline, display topics 
down to specified level ...................................... 3€~T, number key 

Outline, expand all topics ....................................... ~§~ + or 3€~T, $ 

Outline, move topic down ............................... J, or 3€~T, , or(§) 2 

Outline, move topic up .................................... t or 3€~T, 0 or miD 8 

* Specifically for use in the FIND or CHANGE dialog box 

3€ command +-' return !Ell keypad key 
"(} shift ~ enter - space bar 
~ option B escape Fl function key 
A control ® delete l~ mouse click 
+I tab IE> fwd. delete ····Jt mouse drag 
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~ Microsoft Word 

Keyboard Equivalents (6 of 9) 

Outline, promote topic .................................... ~ or 3t:~T, K or miD 4 

Outline text .............................................................. 3€: {} D or {)- F 11 

Outlining mode ........................................................... 3t:U or <Q-F13 

Page break ................................................................................ {)-~ 

Page break character (in search)* .................................................. "'d 

Page setup ................................................................................. <Q-FS 

Page view ......................................................................... 3€:8 or F13 

Paragraph break above row in table ...................................... X~-

Paragraph break character ('II) (in search)* ................................... "'p 

Paragraph break in front of cursor ......................................... X~+-' 

Paragraph break with same style sheet ..................................... 3€:+-' 
Paragraph specifications ............................................. 3t:M or <Q-F14 

Paste element ..................................................................... 3t:V or F4 

Paste link ................................................................................... ~F4 
Plain for current style sheet ......................................... 3€:0- or F9 

Plain text .................................................................... X{}Z or <Q-F9 
Print document .................................................................. 3€: P or FS 

Print preview ............................................................... 3€:1 or~F13 

Question mark character (in search)* ........................................... "'? 

Quit Microsoft Word ................................................................... XQ 

Reduce type size ...................................................................... 3C {)-< 
Remove from menu .................................. M~-, choose command 
Renumber pages ...................................................................... 3CF15 

Repaginate now ........................................................................... MJ 
Right-justify text ...................................................................... 3C<Q-R 
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~ Microsoft Word 

Keyboard Equivalents (7 of 9J 

Save as different name or location ............................................ {1f1 

Save document ................................................................... ags or F7 

Scroll down one line ................................................................. ~ 

Scroll up one line .................................................................... ag~[ 

Section break ............................................................................ ag~ 

Section specifications ............................................................ ~ F 14 

Select all text from cursor location 
to beginning of document ................................................... ag-Q-§19 
Select all text from cursor location 
to end of document .............................................................. ag"'(}!l1m3 

Select all text in document .................. ag\ in left margin or ag~M 

Select current 
then preceding paragraphs ................................... agot oragomma 
Select current 
then succeeding paragraphs ................................. ag"'(}J, orag"'(}IE!J2 
Select entire line of text ......................................... !~ in left margin 

Select entire word ............................................................. lit-lit word 

Select next letter ........................................................ o~ or Omm 6 
Select next word .................................................. ago~ oragOrnm6 

* Specifically for use in the FIND or CHANGE dialog box 

ag command ....... return mill keypad key 
0 shift ~ enter space bar 
~ option B escape Fl function key 
A control <EJ delete lit mouse click 
+I tab ~ fwd. delete ····It mouse drag 
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~ Microsoft Word 

Keyboard Equivalents (8 of 9) 

Select preceding letter ............................................... 0~ or Oe~ 4 

Select preceding word ......................................... aco~ or3COe~4 

Shadow text ............................................................. 3€0W or~Fll 
Show/hide Cfi markers and spaces ............................................... 3€Y 
Show/hide rulers ........................................................................ ~R 

Small caps text ......................................................... 3€0H or~FlO 
Sort in descending order ......................................... 0, choose Sort 

Spelling, check ................................................................ 3C L or F15 
Split window in half ..................................... 3€~S or 1i\- ;i\- split bar 

Split window to display footnote ......... 3€0~5 or 0 ----1\' split bar 

Strikethru text ......................................................................... ~ 0 I 
Subscript text .......................................................................... 3C 0-

Superscript text ....................................................................... 3€0= 
Symbol font, change selection ................................................ 3€00 

Tab character (in search)* ............................................................. "'t 
Tab character inside cell ........................................................... ~+I 

Table, move one cell down .......................................... J, or 3€~el 2 

Table, move one cell left ..................................................... 3€~e~4 

Table, move one cell right ................................................... 3C~!l1ID 6 
Table, move one cell up ............................................... tor 3C~mm8 
Table, move to next cell .................................... ~ or 3€~mm 3 or +1 
Table, move to preceding cell ......................... ~. 0+1, or3C~mm9 
Table, select entire column ....................................................... •;~~(i\-

Table, select entire row .............................................................. ·:i\- !i\-
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~ Microsoft Word 

Keyboard Equivalents (9 of 9) 

Table, select entire table ......................................................... ~\ \ 

Underline text ............................................................. 3€<0-U or F12 
Undo/redo last operation .................................................. 3€Z or Fl 
Update link ............................................................................... ~F3 

UTIUTIES menu, display ........................................................ 3€+1, 6 

White space (non word) character* ............................................... 11.w 

Wild card for a single character* .................................................... ? 
WINDOWS menu, display ....................................................... 3€+1, 7 

Word count ............................................................................. ~F15 

Word-only underline text ........................................ ag-o-] or3€F12 

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

ag command +-' return mm keypad key 
{)- shift ~ enter - space bar 
~ option g escape Fl function key 
A control <E1 delete '" mouse click 
+I tab !!> fwd. delete ····~\" mouse drag 
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~ Microsoft Word 

Ten Hottest Tips 

<> Searching for unusual characters. The CHANGE com­
mand under the EDIT menu can be used to locate and 
replace nonstandard characters. For example, you may 
eliminate double spaces in a document by searching 
for two spaces and replacing them with one. To search 
for a carriage return, enter Ap in the "Find" option. To 
locate a tab, enter At. To find a circumflex or caret (A), 
enter AA. Other search strings are included in the 
Microsoft Word Quick Reference. 

<> Document setup. Both Word 3.0 and Word 4.0 provide 
special DocuMENT SETUP dialog boxes that you access 
by clicking the DocuMENT button in the otherwise 
useless PAGE SETUP dialog. To display this dialog in 
version 3.0, pr~ss SHIFT and choose the PAGE SETUP 
command from the FILE menu. To access this dialog 
directly in version 4.0, choose the DocuMENT command 
from the FoRMAT menu or press coMMANo-F14. 

<> Splitting the window in half. Like most Microsoft 
products, Word allows you to split the window into 
two separately scrolling parts by dragging at the black 
split bar at the top of the vertical scroll bar. If you want 
to quickly split the window in half, simply press 
coMMAND-OPTION-S or double-click on the split bar. 

<> Going back to where you left off. The Go BACK com­
mand under the UTILITIES menu can be extremely use­
ful in long documents, eliminating much tedious scroll­
ing back and forth. For example, choosing Go BAcK 
will return your cursor to the last place you were 
working after copying some text in another portion of 
the document. Also, if you press coMMAND-OPTION-Z (the 
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keyboard equivalent for the command) immediately 
upon opening a Word file, you will be sent to the exact 
spot where you left off last session. 

<> Trashing temp files. Microsoft Word has a habit of 
cluttering System folders with Word Temp files. They 
only take up 1K apiece, but it's easy to accumulate 
them over time. An init called Temperament by John 
Rotenstein, available on most bulletin-board systems, 
automatically gets rid of all these files every time you 
restart your computer. 

<> Putting Word Finder where it belongs. The version of 
Word Finder included with Microsoft Word versions 
3.0 and 4.0 cannot be opened in any other application, 
so there's no sense in cluttering up your APPLE menu in 
other programs. We recommend installing the Word 
Finder DA into Word instead of your System. To ac­
complish this, option-click on the OPEN button in the 
Font/DA Mover; this allows you to open applications 
and other files. Then select Microsoft Word and copy 
Word Finder as you would any other DA. 

<> Multiple menu configurations. Normally, when you 
use the CoMMAND command to add or subtract com­
mands or to change keyboard equivalents, all changes 
are saved to a file called Word Settings (4) in your 
System folder. You may, however, save a changed set 
of commands under a different file name if you choose. 
Although Word automatically uses the Word Settings 
(4) configuration when launching, you can open a dif­
ferent set of commands at any time. 

• Summing up. Not only does Word allow you to create 
charts, but you may also perform some calculations. 
For example, if you have a table full of figures, you can 
find their sum by selecting the column and pressing 
COMMAND-=. Word adds up all numbers it finds and 



236 • Word Processors 

displays the sum in the page-number box at the bot­
tom of the window. The sum is also sent to the Clip­
board so you can paste it in your document. You may 
also add numbers included in a selected paragraph. If 
you only want to add numbers in one column or selec­
tive numbers in a paragraph, you may option-drag to 
marquee an area of text and then press coMMAND-=. 

• Mathematical expressions. Word's formula generator 
allows you to express fractions quickly and easily, with­
out having to perform a lot of tedious superscripting 
and kerning. To activate Word's formula-formatting 
abilities, you simply press COMMAND-OPTION-BACKSLASH 

(\),which creates the .\ character. Then type a one­
letter command followed by an argument. For example, 
to create the fraction 

1 
4 

you simply type .\F(1,4) where F is the command let­
ter for fraction. To create the radical expression 

type .\R(a2+b2
) where the 2s are manually superscripted. 

Now here's the best one as well as the most compli­
cated. To create a bracketed series such as 

Alice} 
T~:8y quarterfinals team 

Mike 

type ".\B.\RC.\ H.\A.\AC(Alice,Meg,Teddy ,Mike)) 
quarterfinals team" where B is the bracket command, 
RC aligns the bracket on the right side of the argument, 
and } represents the kind of bracket to be used. In 
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parentheses, the A tells Word that the following is an 
array of text to be set in a column, and AC centers the 
column. 

(Expressions will only be displayed correctly on screen 
when the HIDE en command is chosen. Also, the Sym­
bol screen font must be available in your System for 
the square-root expression to be printed accurately.) 

• Updating worksheets and graphics. If you use Multi­
Finder, Word's QuickSwitch feature allows you to 
update graphics and worksheets pasted in from other 
applications. For example, if you copy a worksheet 
from Excel and choose the PASTE LINK command in 
Word, a link is created between the Word and Excel 
documents. If you later make changes to the work­
sheet in Excel, you may update the table in your Word 
file by selecting the table and choosing the UPDATE LINK 
command from the EDIT menu. If you want to edit 
the worksheet while in Word, press the SHIFT key to 
change UPDATE LINK to EDIT LINK and choose the 
command. This will automatically transfer you to the 
Excel document. 
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~ WriteNow 

Ruler 

1'0, I·~~~~ 13~~·~4~! I :s, ~~:·I I 17* 'I !mi-116 lr&iw 

• First-line indent ~ Align-left icon 

... Left indent marker [Iii Align-center icon 

... Right indent marker ~ Align-right icon 

• Left tab marker ~ Justify icon 

• Center tab marker ~ Reduce leading icon 

~ Right tab marker ~ Increase leading icon 

I Decimal tab marker 
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~ WriteNow 

Menus 

Close •w 
soue aes 
Soue As ••• 
Aeuert to Saued 
Aeuert to Backup 

Preferences ... 
Page Setup... o•P 
Print... •P 

Cut 
Copy 
Peste 
Clear 

Copy Ruler 
Peste Ruler 

Style Window 

MZ Show Markers MY 
Sllow Space M-

MH Hide Pictures 
aec 
aeu .noge Ulew MD 

., 
M2 

Heoder/Footer Ulew XJ 
Footnote Ulew MK 

Go to Selection o•G 
Go to Pa e... •G 

Merge... •M 
Oult •o 

Copy Font/Size/Style M3 
Peste Font/Size/Style M4 

Find/Replace... MF 
Clletk Spelling... XE 
Count ... 
Change Case... oxw 

·-
Indent Left to Job Ml 
Indent Right to Job Ml 

Insert New Header oMH 
Insert New Footer oMF 
Insert New Footnote oMN 

Insert Page# 
Insert lime .. . 
Insert Date .. . 

Insert Page Breolc <>MB 
Keep on Same Poge oMK 
Rllow to Cross Pa e oMA 

VJ !Pal'lll1l 
om IPaOJlil 
01~ 
0~ ll'aQnil 
om IPID.tiltl 
~ ll'aQnil 
36 Point 
48 Point 
60 Point 
72 Point 

Other ... •o 

Smoller •9 
Larger •o 

""''Point 

Bold 
11111/t: 
llnW:llili 
llkllllrlmll 
mm:IJmD 
Condense 
EM tend 

Superscript MH ....Oocument t 
Subscript ML Document 2 

·-
•n 
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~ WriteNow 

Keyboard Equivalents f 1 of 4) 

Allow selected paragraph to cross page ................................. 00-Q-A 

Bold text ...................................................................................... 008 

Cancel operation ............................................................... 00 • or 0 

Caret or circumflex character (in search)* ................................... "" 

Center text ............................................................................... 00-D-C 
Change case of type (lowercase/uppercase) ........................... 00-Q-W 
Check spelling/next word ........................................................... OOE 
Clear element ................................................................................ <!1 

Close all open documents ......................................... "~~{f\- Close box 

Close document ........................................................................... OOW 
Compact document (rewrite) .................................. ~ choose SAVE 

Copy element .............................................................................. OOC 
Copy font, size, and style (text formatting) ................................ 003 
Copy ruler (paragraph formatting) ............................................. 001 
Cut element ................................................................................. OOX 

Find/replace specified text or find next occurrence ................. 00 F 
Fixed/flexible leading, toggle ................................................. 00.0 X 

Globally change identically 
formatted paragraphs ................................ 0 change ruler settings 

Globally change identically 
formatted text .................... {} choose font, style, or size command 

Go to selection (display cursor location) ............................... at:.OG 
Go to specified page .................................................................... OOG 

Increase leading ....................................................................... at:.O I 
Increase type size 1 point ........................................................... 000 
Indents, move left one tab stop .................................................. 00 [ 
Indents, move right one tab stop ................................................ 00] 
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~ WriteNow 

Keyboard Equivalents (2 of 4) 

Insert new footer ..................................................................... ::Jg 0 F 

Insert new footnote ................................................................. ::Jg 0 N 

Insert new header .................................................................... ::Jg 0 H 

Italic text ...................................................................................... ::Jg I 

Justify text (full justification) ................................................. ::JgOJ 

Keep selected paragraph on same page .................................. ::JgOK 

Left-justify text ........................................................................ ::JgOL 

Maintain relative paragraph indentation 
while reformatting ..................................... ag change ruler settings 

Merge form letter with data file .................................................. ::tgM 

Move down one line ....................................................................... J. 

Move left one letter ....................................................................... ~ 

Move left one word ................................................................... ~~ 

Move right one letter .................................................................... ~ 

Move right one word ................................................................. ~~ 

Move to beginning of current line ............................................ ::Jg~ 
Move to bottom of window ........................................................ ::JgJ. 

Move to end of current line ....................................................... ::Jg~ 

* Specifically for use in the FIND/REPLACE dialog box 

ag command +-' return QiJ keypad key 
0 shift ~ enter - space bar 
~ option B escape Fl function key 
A control <EI delete \ mouse click 
+I tab IY fwd. delete ····It mouse drag 
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~ WriteNow 

Keyboard Equivalents (3 of 4) 

Move to top of window ............................................................... Xt 
Move up one line ............................................................................ t 

New document, create ................................................................ XN 
New document, override stationery ........................ ~ choose NEw 

Open existing document ............................................................. XO 
Optional hyphen ......................................................................... M-
Other type size ............................................................................ XS 

Page break ................................................................................ X .0 B 

Page setup ................................................................................ SC.OP 
Paste element .............................................................................. XV 

Paste font, size, and style (text formatting) ................................ X4 · 

Paste ruler (paragraph formatting) ............................................. X2 

Plain text ..................................................................................... SCT 
Print document ........................................................................... 3C P 

Question mark character (in search)* ........................................... "? 

Quit WriteNow ............................................................................ XO 

Reduce leading ........................................................................ X.o0-0 

Reduce type size 1 point ............................................................. 3C9 

Return character (Cfl) (in search)* ...................................... ~ ..... or" r 
Right-justify text ...................................................................... SCOR 

Save document ............................................................................ XS 

Scale picture back to original size ............................... .0\ picture 
Scale picture freely ............................................. \.\, ~·-·~t- corner 

Scale picture proportionally .................................. \\, ·-·It- corner 

Select all text in document ......................................................... SCA 
Select entire word ............................................................. rit- 1lt word 
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~ WriteNow 

Keyboard Equivalents (4 of 4J 
Select next letter ....................................................................... .0~ 

Select next word .................................................................... .0~~ 

Select preceding letter .............................................................. -o~ 

Select preceding word ........................................................... .0~~ 

Send current window to back .................................................... X= 
Show/hide lfi markers .................................................................. 3CY 

Show/hide rulers ........................................................................ S:CR 
Show/hide spaces ...................................................................... S:C-
Subscript text 1 point ................................................................. 3C L 

Superscript text 1 point .............................................................. XH 

Tab character (in search)* ................................................ ~+1 or 1\ t 

Underline text ............................................................................. S:CU 
Undo/redo last operation ............................................................ XZ 

View footnotes ............................................................................ S:CK 
View headers/footers .................................................................. 3CJ 

View page .................................................................................... 3C 0 

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

* Specifically for use in the FIND/REPLACE dialog box 
Accurate for WriteNow, version 2.2 

X command +-' return miD keypad key 
.0 shift ~ enter - space bar 
~ option g escape Fl function key 
A control <EI delete \ mouse click 
+I tab 19 fwd. delete ····lit mouse drag 
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SYBEX Computer Books 
are different. 

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

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

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

For a complete catalog of our publications: 
SYBEX, Inc. 2021 Challenger Drive, #1 00, Alameda, CA 94501 
Tel: (415) 523-8233/(800) 227-2346 Telex: 336311 
Fax: (415) 523-2373 



ENCYCLOPEDIA 
MACINTOSH SOFTWARE 
INSTANT 
REFERENCE 
Here's the popular quick-reference guide to 
Macintosh applications- from our hot se ll ing 
Encyclopedia Macintosh - now in a handy, 
compact vol ume designed for frequent daily usc. 

Turn here for tips and reminders on every top­
rated Macintosh program- 24 applications in 
all - for Drawing, Painting, Page Layout, File 
Management , HyperCard I HyperText , 
Spreadsheets, and Word Processing. For each 
program. you· II find: 

• detai led menu maps 
• complete keyboard equivalents. 

alphabetized by function 
• the top ten tips for making the most or 

your software 

About the Authm·s: 
Craig DanuloiT and Deke McClell and have co­
authored many books on computing, including 
SYBc:x·s bestse ll ing Encycloped ia Macintosh: 

" Encyclopedia Macintosh is the best 
Macintosh resource book since The 
Macintosh Bible, reviewing a full range of 
topics and providing helpfu l tips . . . Over 750 
pages of solid resource materi al.·· 

-Bay Area Computer Currents 


