
MacWrite®Pro 
Quick Ref ere nee 

Keyboard Shortcuts I 
Note: Shortcuts for extended keyboards are shown in pa 『entheses. 

To view additional keyboard shortcuts, see the MacW 『ite®Pro menus, 
or press (JC when a dialog box is open. 

Getting Online Help 
MacWrite Pro Help :JC-? (Help) 
System 7 Balloon Help Choose Show Balloons from the 田 menu 

lnse 『ting Fo 『matting Characters 
New line within o paragraph 
Paragraph 
Section break 
Column break 
Page break 
Tab within a table cell 
Nonbreaking space 
En space 
Nonbreaking en space 
Discretionary hyphen 
Nonbreaking hyphen 
Nonbreaking en dash 
Nonbreaking em dash 

Moving the Insertion Point 
Next character 
Previous character 
Next word 
Previous word 

Shilt-Return 
Return 
Option-Enter 
Enter or Control-( 
Shilt-Enter o 『Shilt-Control-( 
Option-Tab 
Option-Space bar 
Shilt-Space ba 「
Option-Shilt-Space bo 『
笫-hyphen 
第Option-hyphen 
Option-hyphen 
Shilt-Option-hyphen 

Scrolling 
Next screen 
Previous screen 
Next page 
Previous page 
End of document 

Control-L (Page Down) 
Control-K (Page Up) 
Shift-Control-L (Shift-Page Down) 
Shift-Cont 「ol-K (Shift-Page Up) 
Cont 「ol-D (End) 

Sta 「t of document Cont 「ol-A (Home) 

Selecting Text or Extending a Selection 
Next character 
Previous charade 『
Current word 
Next wo 『d 
Previous word 

Shilt-Right A 『row 
Shilt-Left Arrow 
Click twice in a word 
Shilt-Option-Right A 「row 
Shilt-Option-Left Ar 「ow 

End of line 
Start of line 
Next line 
p 「evious line 
Next cell in a table 
p 「evious cell in a table 
Next parag 「oph 
Beginning of previous paragraph 
End of document 
Start of document 

Right Arrow 
Left Arrow 
Option-Right A 「「ow 
Option-Left Arrow 
第Right Arrow 
笫-Left Arrow 
Dawn Ar 「ow 
Up Ar 『OW 

Tab 
Shilt-Tab 
Option-Down Arrow 
Option-Up Arrow 
笫-Dawn Arrow 
笫-Up Arrow 

Cu 「rent line Click three times in a line 
Next line Shilt-Down Arrow 
p 「evious line Shilt-Up Arrow 
Current paragraph c1·k I· 1c our times m a pa 「agraph 
Discontiguous table cells gg -click cells 
End of cur 「ent or next paragraph Shilt-Option-Down Arrow 
Beginning of current o 「previous paragraph Shilt-Option-Up A 『「ow 
Entire section except heade 「, looter, or footnote 第Option-A 
Entire document except header, loote 「, or footnote gg -A, o 『click live times in text 

Editing 
Undo gg _z (Fl l 
Cut gg -X (F2) 
Copy gg .((F3) 
Paste gg .y (F4) 
Clea 「 Clear, Delete, o 「Backspace 

Deleting 
Next character 席-Delete( 区习

p 「eviaus characte 「
Next ward 
Previous ward 

Delete 
第Option-Delete (Option- 区习

Option-Delete 

Main body from header, looter, frame, or footnote JC -Return 

Applying Changes 
Apply dialog box changes 
Cancel dialog box changes 
Activate Yes button in Save Changes dialog box 
Activate No button in Save Changes dialog box 
Save changes while within a document 

席-A or Return (Enter) 
笫-period 
笫-Y or Return (Enter) 
袅? 2N 

器 -Sor 将-Shilt-S 



Setting Paragraph Alignment 

Leh alignment 

Right alignment 

Center alignment 

Justified alignment 

Changing Font Size 

Increase to next installed font size 

Dec 「ease to next installed font size 
Increase by one point 
Decrease by one point 

笫 ．［

席 －］

踩 －＼

笫-Shih-\ 

Opening Dialog Boxes 
To Open This Dialog Box: Do This: 
Go to Page Double-click the page numbe 「indicato 「
Document Double-click the top half of the 「uler 
Section Double-click the column number indicato 「
Tab 

(JC-Shilt-> 
笫-Shilt-< 
总Option-Shilt-> 
席Option-Shilt-< 

View 
Scale 
Modify Frame 

Double-click any tab marker 
Double-click the Zoom pe 「centage box 
Double-click a graphic 
Option-double click a I 「ameo 「double-click frame border 

Changing Charade 『Spacing 
Inc 「ease spacing by l Em Unit 
Increase spacing by 5 Em Units 
Dec 『ease spacing by l Em Unit 
Dec 「ease spacing by 5 Em Units 

笫 Option-Shilt- 「ight or 『ow 
第Option-right arrow 
总Option-Shilt-left arrow 
第Option-left or 『OW

Preferences Option-double-click the page number indicator 
Deline Styles Option-double-click a custom style in the Styles palette 

Wo 『king with the Tools, Text, and Styles Palettes 
To Do This: 
Open all palettes 
Zoom all palettes 
Close all palettes 

Set the gravity paint for all 
rnllapsed palettes 

Press Option, and Then: 
Open a palette using a menu command 
Zoom a palette by clicking its Zoom box 
Close a palette by clicking its Close box or using a menu 
command 
Drag a collapsed palette to a new position 

IMacW 『ite P 『o Palettes . I 
Close box 
Text frame tool 
Selection tool 
Note frame tool 
Table frame tool 
Fill Color box 
Line Color box 
Line Width box 

Zoom box 
Font menu Picture frame tool Size menu 
Color box 

Fill Pattern box 
Style boxes 

Line Pattern box 

Line Style box 

母 ：吓 刁 ：；i Pause 

Play 
Note Size Char_acter 
Note length spacing 

Record 
Stop 

Note 
info 『mation ----t D 扣

Time 

可
Field names 

h[ 制'"lo;",mdk""1"d,""o 咄"•;" "匈f'i;• " " 『一

First 
Last 
Street 
C 计

a form lette 『

口 ::：；: Text HH 曰 ·

[Heh•etica 
112 pt "'I

寸

因 Plain 

口”“
口It 巫
口。
口心如
口Urik!! Thru 
口Underline ..• , I
湮云卧Sfyle m'""' 
布 0 Em Unit 玉

Edit menu 

File menu 
：口 I Stules HEl 
-~File Edit ，11

Nos 屯 le 立•Default 
•Footer-- 
Headline 

卢Su 由bh 丘ead 正1 ＿
忍SubhE>ad 2

Sfyl•7 

Style indicator —

Mail Mer 咋
Command 

巳

Data File: 

Clo 玉e File 

Data file name 
Mail Merge commands 

Click to dose data file 

如rge .•• 寸寸-Click to merge files 
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