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Adding and deleting anchor points

Adﬁing and deleting an anchor

Converting direction points
Converting hetween corners

Ll Select add-anchor-point

Sefect conven-direction-

P 7o convert comer to curva:

P& Ciick to place a new point.

KB Sefect delfete-anchor -

kB Press and drag.

Click anchor point to

To convert curve to comer:
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Conneeting endpoints

to cerner point: select curve.
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point tool,
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Arrange menu.
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Arrange menu.
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Keyboard Shortcuts ' :

point tool. point tool. detete.
Shortcut Result Shortcut g Result
'\H\‘ Toggles between sefection irecti
/K’\ '\=\‘ [._\ #+Tab and direct-selection toals* k s k Left direction arrow
Accesse! -il . f iracti Moves selection preset distance in
¥+ Space bar s zoom-in toal ® Right directian arrow the direction of the arrow

& + Option + Space bar

Accesses zoom-outtool *

Up direction arrow

{distance setin Preferences dialog box)

and curves point tool. position pointer on anchor click on anchor point.
point. LA Space bar Accesses hand tool Down direction arrow
" /?\ /\
I . Control + Q Accesses frashand tool Option + k Displays Move dialag box
Converting between smaoth To convert smooth point Select convert-direction- b Drag direction point. ol To convert corner point to Resuit: Controf+ LA N Accesses pen tool Double-click Q Magnifies from center

Control + Any selection too)

Accesses convert-direction-
point tool

Gption + Doutle-click B

Reduces from center

5

Accesses current sefection tool

Double-click Q

Reduces from center

Control + Shift + Double-click

Turns a guide into a path

Option + Double-click Q

Magnifies from center

Control + Shift + Click

Selects a guide

Double-click S‘

Fits artwork in window

Shift + Double-click on any tool

Resets too!

Option + Double-click §°‘

Displays artwark at actual size

¥ + Shift on any toot

Resets tootbox

®+N+N or ¥+ Option+N

Opens new document without template

*Keys must be pressed 1 sequence when editing type.



Tool-Keyboard Combinations . . '

Type Attributes R '

Tool Plus Shift key Plus Option key 00 p Plus Optio Function : Keyhoard combination - Effect Function - Keyboard combination
R No effect Accesses direct-up-selection 100! Constrains to circle Accesses ovai tool Alignment | 3% ¢« Shift + Aligns teft Style a7 Opens Type Styte dialog box
No effect Accesses zaom-out tool + Constrams scale along x, y, or both axes While chicking origmn; #eShift+ C Aligns center Leading Option « Increases leading”
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Plus Shift key Plus Option key
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Selection | selecl seqments or points of ungrouped |} extends or reduces selection. constrains motion to before starting to drag: | duplicates sefection.
objects, entire paths of all objects within horii vertical, or abject-
a group, or ali parts of a text object. 45° axis.* selection tool,

N R,

Function

segment of additiona! segment

ungrouped object grouped objects of ungrouped object  grouped objects

Click or drag selection marquee to setect | When clicking or before starting to drag: After starting 0 drag: | When clicking or After starting to drag:
Ditect- segments of points of grouped or extends or reduces selection. constrains motion to before starting to drag: | duplicates selection.
sefection | ungrouped objects, parts of text objects, h I, vertical, or direct-up-
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Click or drag selection marquee to select | When clicking or before starting to drag: After starting to drag: | Not applicable After starting to drag;
Object- entire paths of ungrouped objects, or click | extends or reduces selection. constrains motion to duplicates selection.
selection | any point within a greup to select all horizontal, vertical, or

objects in the group. 45° axis.”

Il Rl N ,
4 g - k“ ka‘,. ""”A . \‘Kr

entire path of entire path of
ungrouped objects all grouped objects ungrouped objects alt grouped cbjects
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After starting to drag:

When clicking or before starting to drag: After starting to drag: | Not applicable
duplicates selection

extends or reduces selection. constrains motion to
horizental, vertical, or

Click to select entire path of an object
Oirect-up- | grouped within other groups; continue
setection | clicking to sefect additional objects within

group. 45° axis.”
R - Y N
+ + L + B S
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R, R. ; Ny

Tosccess .

drect-selecton § entire path of entire gath of

plus Optontey § ungrouped obiects fiest grouped object ungrouped objects first grouped object

“Constraint to 45° (s refative to constramt specified m Preferences dialog hox

Canstrains to square Accesses centered-rectangle tool 7 gfg;y;z'sssheaf tohorontal vertcal, | z:;'elcﬁon it + Shift + F Opens Font diatog box Option + J Increases/decreases space”
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Type Pointers : :

Pointer functions
I Creates type by clicking, or

Creates type at insertion point
I or edits existing type. Use
Control key to access type

N Creates type along existing
L,. path. Use Control key to
access type pointer.

Creates type within an
existing area. Use Control key
to access type pointer.

creates area-type by dragging
to define rectangle.

.Type Area-type Path-type I-beam  pointer.
Adding and Editing Type 4 .

Adding type .
Adding type at a point Al Select type took. (3 Click at desired point. il Enter text. When using keyboard

T |3 To the i
delight of|

dding a rectangular Select type tool. n Clickand dragto H Enter text. oA Resuit:
:‘ypela?ea gula desired shape and size.
T T Toithe dehght of her many To the debght of her many
R ' fotlowers, she was post followers, she was post-
: humousty peghsnes atigwing humousty published, atiowing
e her wrk 1o 02 more wdeid ner work to be more widely
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Adding type to an Select type or area- B Click on existing shape. u Enter text. Result:
1ot type taal. R .
exisitng area i1s i hiek gray clovas - Thuck geay clouds
L gather ovar tre gather over the
< | distanthills distant hitls
N Budsty ool Birds fiy and do
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Adding type to a path type too“. E n adjust placement
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Editing type
Editing type using the JAll Sefect type tool.
I-beam pointer

Arrow keys - Move

¥4 Click. Double-click ta kd Drag to select type, L} Result:
d delete. i-beam to next character.

select word; triple-click and del
to select paragraph.
Tab key - Moves {-beam

T atttention| attliention| attention | gimoseies

Editing type using the Select selection tool. P Click or drag selection F Choose attributes of Result:

selection taols marquee to select type. from pull-down menus

p or use transformation
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Quick Reference

The Document Management Window

The Document Management window is where you view, select,
and organize your Instant Update documents.

ocument Management

Marketing Marketing U Questions and Answ...
U Questions and Answers {on Marketing)
4 readers, 3 writers
Last Modified By Last Modified On i,
a Terry Yatson K>
| ] Brochure Copy Dan Richards Wed, 6712791 6:07am
» B International Status Kerry Sullivan Mon, 6/10/%1 8:d2am
B Supplies Dan Richards Thy, 6/6/31 9:3tam
B Writing & Review Cyele Terry Watson Mon, 6/10/91 7:40am
p=} Public
| ] Expansion Proposal John Shagoury Mon, 6/10/91 7:40am
B Visitor Log Dan Richards Wed, 6/12/91 6:07am
e Company Related
B Company Staff ileeting Agenda Marianne Rigo Wed, 6/5/91 8:25am
B Competitive Environment Terry Watson Tue, 6711791 t1:45am
< Marketing
5] 4d slogans Dan Richards Mon, &/10/91
B International Status Terry Watson 6/5/91
b [ ed U Questions snd Answers Dan Richards Tue
B HMarketing Slatus Candace Clampitt Wed, 6/5/91 8:26am
B Slide Show Dutline John Shagoury Wed, 6/12/91 6:08am
in] Other Folder
Terry Watson on Marketing Tue, 779791 10:39%m |O

Buttons
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Document Status Icons

| ] New document from another user Open document

» (=

BES Outgoing changes

» 2

Display info about

Incoming changes
participants

Add participants
Incoming and outgoing changes

Notify when
B No changes since you last reviewed changes occur
fa Disconnected from the master Print document

[ 4 Document you created and saved,

but have not yet updated Delete document

When you select a docume™ from the Instant Uf)date Document
Management window, you . _¢ the Document Editing window.

Who made the most recent -
change fo the paragraph,

When the pdragrdph was
and when.

created and by whom.

instant Updatd Questions & Answers\;
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Created By : Modified By :
AP ey Flack
O3 L LA Mon, 4/22/91 1 :2Tpm
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Instant Update Questions and Answers

‘Who is Instant Update for?

Instant Update is for anyone who needs to spend more time working with
the input from his teammates and less time chasing down the input from
them.

It's different because it's the first software io recognize thatyou don't work
alone.

While other applications focus on allowing the individual to generate output
in the form of docurnents, spreadsheets, and graphs, Instant Update allows
individuals to gather information together from other individuals.

What's the main benefit.of Tnstant TTndata?
. Grey change bars

ation immediately --

Black éhang;é bars redtor indicate changes you
indicate changes by mm made since you last i
another participant. updated.

Other Buttons

& Information about who
e has read, and who has
updated the document

Update Button Status

Click upDATE to bring in
and send out changes

Incoming changes 5]
=
FRINT

Qutgoing changes

UPDRTE

I I
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UPDAYE

UPDATE

Add participants

Print document

Incoming and

. Delete document
outgoing changes

UPDRTE
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