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M Text
Text Rule『Cont『ols {Word Processing Environment)
妇 — Drag to set indentation of the first line 寸— Drag to set right inden
l _ _ Hold down Option and drag to set left tation of the parag『aph

indentation of the paragraph.

产产 Drata tab control to the ruler to set a tab.
Dau le-click to display the Tab dialog box.

Left Cente「Right Decimal

竿n;u~~:~:nl~~e spacing Click to dee「ease.number of c~umn/'1
c1· · 回lick to increase num er o co umns.

1c to increase me spacing.

巳国回甲—Click an ali nment cont「ol to align selected text.
Left Center Right Justify Double-clic~lo display the Paragraph dialog box

Keyboa『d and Mouse Commands
Apply Ru佃

Bold (boldface type)

Copy Ruler

Delete the next character
Delete the previous cha「octer
Insert Footnote

Shift器 -V
席-8

Shift器 －（

Del
Delete
Shift拱坏

Italic (italic type) :Jg-I

Move selected text fjg.Qption-click at destination

Other (font size) Shilt袅;-0

Plain Text :Jg -T

Show/Hide formatting characters ("invisibles") :Jg_; (semicolon)

Subsc「ipt Shift.f)g. - (minus sign)

Supersc「ipt Shift.f)g. V (plus sign)

Underline :Jg-U

Move topic only
New topic al some level

New Topic Left, New Topic Right

New topic in style of previous topic
Outline View
Select o topic and its subtopics
Select o topic without its subtopics

Selecting Text
Word
Line
Paragraph
From insertion point to beginning,
to end, of paragraph
Extended selection

Option-select command from menu

笫-Return

器L,!JC-R
Return
Shift-JC-I
Click label, Shift-Control-Space bar
Click topic three or four times

Double-dick word
Click line three times
Click paragraph four times
Shift-Option-I, Shift-Option-1,

Click at one end of selection, and then Shih-click at
other end, or Shih个 ，Shih心

Whole document 笫-A

From insertion point to beginning, Shih拱.4f , Shih袅，l，
to end, of document

Moving the lnse『lion Point
One character left, one character right~

＿

To beginning of word, to end of wo『d Option-~, Option-~

One line up, one line down i , j ,, 

To beginning of line, to end of line 器女一将 一

To beginning of parag「aph, to end of pa『agraph Optio订 ，Option-J,,

To beginning of document, to end of document 器t席 j,, 

Typing and Finding Formatting Characters and Special Text
To create this p『ess, type, o『 What ytoheu To find the Wseehaint you
character… choose: see in character,'topxe

document: this in Find : Find box:
Space Space bar Space bar (nothing)
Non-breaking space Option-Space bar (nothing) Option-Space bar (nothing)
Tab Tab + \tor 笫-Tab \ r 
Paragraph return Return ，.l \p or 将-Return \p
Line break (soft return) Shift-Return j F! \n \n
Column or page break Ente「

:! \c or (JC-Enter \c

Autamatic date lnse「t Dote updated dote \d \d
Fixed date Option-Insert Dote fixed date (text) (text)
Aulomolic lime lnsertTime updated time \h \h
Fixed time Option-Insert Time fixed time (text) (text)
Automatic page Insert Page# page number VI VI
number
Fixed page number Option-Insert Page# page number (text) (text)
Backslash (\) ＼ ＼ ＼＼ ＼＼

Outlining Text Button Shortcuts
Collapse/Expand Control-Space bar, double-dick label I 汕叩加·- 如，．如 圉，'"" '"艾 foa1;,.Move Left Shift_gc-L, Cont「ol-f-- Make table Decrease font size

Move Right Shilt器 -R, Control-~ Make custom style Align left
Copy ruler Align center

Move Above Sh巾器 -A, Control-I, drag label up Paste ru佃 Align right
Move Below Shift器 -B, Control-J,, drog label down



M Gr a w F M 

Tool Panel
Rectangle
Oval
Polygon
Bezigon
Eyedropper

贝王于Pen indicator

~:~:~~芦 :~~o~i::『dstyle

Keyboard and Mouse Commands
Align Objects

Align To Grid
(onstroin direction of line tool or rotation of regular
polygon tool
Constrain movement to vertical or horizontal direction
Const「ain resizing to vertical or horizontal direction
Const「ain the oval tool to a ci「de, the rectangle tool to a
squa「e, the rounded rectangle tool to a round-cornered
squa代 ，or the arc tool to a quarter-circle
Complete open or closed polygon or bezigon
Create a smooth point on a polygon
Create an unsmooth point on a bezigon
Duplicate

如me Links

G「oup

Lock

§亡于

尸
Fill indicato『

Fill g「adient
Fill pattern
Fill color

Shift拱?-K

器Ft 

Shift-drag tool

Shilt while dragging object
Shilt-drag handle
Shilt-drag tool

Move Backward

Move Forward
Move selected object ane pixel 叮 gridpoint

Shift器 -- (minus sign)

Shift器 -+ (plus sign)
f F, ~ , i , J,

Re如pe 笫 -R
Reshape straight line segment to a curve in a polygon, Option-drag handle (in
「egula「polygon, I「eehand shape, or bezigon reshape mode)
Reshape: add/delete control handle Option-click
Reshape: select multiple control handles Shilt-click
Resize proportionally Shift-drag handle
Rotate Shift袅;.R
Round Corners

Select eyedropper
Select same tool again
Select several objects

Shift-JC-I
Tab

Double-click, Ente「

Option-drag tool
Option-drag tool
将FG 

席Fl 

席Fy 

笫FR 

Double-click the tool
Shilt一并 '-I

Shilt-:Jf-1

Smooth

Ungroup

Unlock

Unsrnooth

Turn Autogrid Off/On

Enter
Shih-click each object,
drag pointe「茜 扛og pointe「

器 (,Shih器 -9

Shih-X-G

Shih-笫 -H

忠 ),Shih-X-0
将FY 
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Lock a tool to use it several times
Modify Arc

Modify Frame



M Paint M 
Tool Panel
Painting foals include all the tools used in the draw environment plus these:
Selection rectangle~Lassa

Brush
Paint bucket
Eraser

Keyboard and Mouse Commands
Const「ain direction of line tool, pencil, or rotation of Shilt-d 「ag tool
「egulor polygon tool

Const「oin movement to vertical or ho『izontol Shilt-d 「og selected imoge
direction

Const「oin the ovol tool too circle, the rectongle tool to Shilt-drag tool
o squore, the 『ounded rectongle tool to o round-
cornered squore, or the ore tool too quorter-circle

Complete open or closed polygon or bezigon Double-dick, Enter

Disploy options diolog boxes far rounded 「ectongle, Double-dick the tool
ore, 「egulor polygon, spray can, or brush

Select all images without background

Select enti「e document

Select eyed 『opper

Double-click the lasso, gg -double­
click the selection rectangle

Double-click the selection rectangle

Tab

Select smallest possible a『ea that contains the image 将-drag the selection rectangle

Turn Autogrid Off/On 跺y

Zoom from 100% to 800% view, or from any zoom Double-click the pencil
view lo 100%
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Duplicate image

Duplicate image continuously

Erase entire document

Move selected image one pixel or gridpoint

Pick up a color for the fill or pen indicator

席-D, Option-drag selected image

席-Option廿 rag selected image

Double-dick the erase「

f F, 气 i , J,
Position eyed 「oppe「over color ond
then Option-dick



M Spreadsheet M 

Ent『y Ba『

Address of
selected cell
!

Al

Click to accept entry.卢 Type data here
Click to cancel entry

Keyboa『d and Mouse Commands
Calculate Now

Cancel entry

Clear cell contents and format

Delete cell contents

Delete Cells

Shift笫 -= (equal sign)

Esc

Clear

Delete, Del

Shift-JC -K

Enter absolute cell 『eference in formula

Explode/collapse pie slice

Fill Down

甘 II Right

Go Ta Cell

Insert Cells

Make Chart

Modify a chart element

Modify Chart

Move selected cells to another location

Number (format)

Paste Function: ga to a function

Protect Cells

Sort

Unprotect Cells

器 -Option-click cell

Option-click series in chart legend

总G 

总R 

浣y 

Shih器 -I

笫F， 

Double-click element

Shih-JC -1, double-click chart

笫-Option-click destination

Shih部-N, double-click cell

Type first few letters of function

席FR 

笫 一」

Shif1-JC-H

Navigation Techniques

To accept current en!『y and … Press:

Move one cell down Return, J,
Move one cell lef1 Shift-Tab, f F 

Move one cell 『ight Tab,~

Move one cell up Shift-Return, t
Stay in current cell Enter

In en!『y ba『,to: Press:

Move one character left Option-~

Move one cha 「acter right Option-~

Spreadsheet Button Shortcuts
回lign left 画ercent format
国lign center 马Commas fo 「mat
亘 Align right 马Outline border
回or! ascending [ t i Right border
已Sort descending 巨]Bottom border
已Total selected rows/cols 图Show/hide formulas

强 Cur 『ency format l +l i l Wrap text
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Click to search oll records

Click to hide found 『eco 「d

Number of
find requests

Click to search visible
「eco「ds only.

Keyboard and Mouse Commands
You can use mosf of the Draw keyboard and mouse commands fo wo「kin Layout
Activate a field

Browse

Deline Fields

Deselect records

Dis叫oy or change a field's format (layout)

Duplicate Record or Duplicate Find Request

Find (display a find request)

Go To Record

Hide Selected, Hide Unselected

Insert Tab in o text field

loyout

Match Records

New Record (Browse)

New Request (Find)

Paste current dote, time, or record number
(Browse and Find)

Select a reco 『d

Select contiguous reco 『ds

Tab, click inside field

Shift-X-B

Shift-X-D

Enter

Double-click the field, Shift器 -I

笫-D

Shift-JC-F

笫-G

将(,JC-)

笫lob

Shift席-L

笫-M

拐-R

笫-R

第- (hyphen)

Navigation Techniques (Browse and Find)

Move to first characte「in field

Move to last cha「acter in field

Move to next field

Move to next record (same field)

Move to previous field

Move to previous 「ecord (same field)

第个席 七

席j，-荔 '-~

Tab

将-Return

Shilt-Tab

Shilt-拐-Return
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L) Show 「ecords less than value
国Show 『ecords greate 「than value
国Create new record
洹 Show all records
巨I Hide selected records

Status Area
尸16 r04 Connected — Session status

Click to 气lay Click to reset
the phone ook. session clock

View Controls
仑

如ollback pane

Select or deselect 「ecords individually

Show All Reco「ds

Sort Reco「ds

Click record outside a field

Click of one end of selection, and then
Shilt-dick at other end

席-click

Shilt-:JC-A

席 ．」

I Communications I

Keyboard and Mouse Commands
Information !JC-I

Open/Close Connection Shilt器 -0

Phone Book 将-B

Save Lines Off Top 席-T

Select text block 笫-drag mouse

Show Scrollback 笫-L

Wait for Connection Shilt器w

Communications Button Shortcuts
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己 Open connection
田Close connection
马 Wait for connection
凶 Send a file
卤 Receive a file
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