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Keyboard
shortcuts

Modifier keys
and their symbols

- -- ? i

To the right of the commands in the menus you often see a
little code, such as 8N (pronounced “Command N”). This is a
keyboard shortcut you can use instead of using the menu. You
memorize the shortcut, then the next time you need that com-
mand you use the shortcut instead of picking up your mouse and
pulling down the menu.

 File |
New Finder Window ®N | Often a keyboard shortcut
New Folder N .
New Smart Folder xun | includes other symbols
New Burn Folder .
Opr wo | representing other keys,
L * | asdescribed below.
Close Window BW
Get Info ®i
Duplicate 8D
Make Alias ®L
Show Original ¥R
Add to Sidebar ®T
Create Archive of "Mermaid Tavern”
Move to Trash ®a
Eject #E
Burn Disc
Find... 8F

Color Label:
X Sovoeee

A modifier key is a key that doesn’t do anything when you press
it all by itself. For instance, when you press Shift, nothing hap-
pens; when you press the Command key, nothing happens. A
modifier key makes other keys perform special functions. For
instance, when you hold down the Shift key and type the number
“8) you get an asterisk (*).

These are the symbols that represent the keys you will see in the
menus for shortcuts.

98 Command key > shift key

v A Control key “\_ Option key

O) Escape key F1-F15 Fkeys

<Z| Delete key

3 Arrow keys

% PageUp key ¥ PageDown key

(In AppleWorks, the ¥ symbol
refers to the Enter key, not the
Pagellp key.)
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To use a keyboard shortcut instead of the menu command, hold How to use

down the modifier key or keys you saw in the menu. While you a keyboard shortcut
hold down this key or keys, type the letter key you also saw in

the menu—just tap the letter, don'’t hold it down! The computer

reacts just as if you had chosen that command from the menu.

For instance, if you single-click on a file to select it and then press
#8 O, the selected file will open just as if you had chosen that com-
mand from the File menu with the mouse. Thoughtfully, many
of the keyboard shortcuts are alliterative: 8 O opens files; 8P
prints; 8D duplicates a selected file; 38 W closes windows; etc.

You'll often see keyboard shortcuts spelled out with a hyphen, a
plus sign, or perhaps a comma between the keys. Don’t type the
hyphen, plus sign, or comma! Just press the keys!
For instance, if you see a shortcut written as:

Command + Shift + B

ignore the plus signs—just hold down the Command and Shift
keys, then tap the letter B.

Exercise 1:

1. Single-click on the “File” menu in the Finder. Notice
that Command N is the shortcut to create a mew Finder
window, and Command W closes a window.

Single-click on the Desktop to put the File menu away.

2. If there is no Finder window open on your Desktop, T ;

single-click the Finder icon in the Dock.

If there is a Finder window open, single-click on it to |—
select it (remember, keyboard shortcuts only work on
selected items).

3. Hold down the Command key and tap the letter W
once. The selected window will close.

Exercise 2:

1. You already learned that to make a new Finder window,
the keyboard shortcut is Command N (N for New, of
course). So simply hold down the Command key and
tap the letter N once.

2. To make more Finder windows, hold down the Command
key and tap the letter N several times in a row.

3. To close all open windows, use Command Option W
hold down both the Command and Option keys, then
tap the letter W just once.
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Other menus

You'll find other menus in all kinds of odd places. Well, they
won't seem so odd once you become accustomed to the visual
clues that indicate a menu is hiding. In the dialog box below, can
you see the menus?

Double arrows Double arrows are one visual clue that a dialog box contains a
menu. Whenever you see that double arrow, as shown below, you
can click anywhere in that horizontal bar and a menu will pop up
or down.

Do you see the three menus 000 4 Mary Sicney Facts —
in this dialog box? You ?w Selings: FrapeAtoTos = 1;
recognize them by the - I
Format for: | Any Printer ‘:]

double arrows.

Paper Size: US Letter ﬂ
8.50in x 11.00in

[ENE

Scale: | 100 %

Orientation:

E?;J ( Cancel ) ( oK )

Single arrows  In the example below, the box next to “Representation” has a little
and shadows shadow behind it, as well as an arrow. Even without the arrow,
that little shadow is your visual clue that if you press or click on
the word, you will get a pop-up menu, as shown. Look for that
shadow!
Insert Page Number Insert Page Number
Number To Display ——— Number To Display
@ Page Number G Page Number
") Section Number ") Section Number
Lo Section Page Count ) Section Page Count
See this little () Document Page Count () Document Page Count
shadow behind the -
| R Representation Representation: [+ 1, 2, 3, 4...
box? That indicates 1 T IV

amenu. | () ( Cancel ) 0K (@ ( cancel )

This is an example of what happens when
you press on a menu in a dialog box.
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5: HOW TO USE MENUS AND SHORTCUTS

A single downward-pointing arrow or triangle as a button all
by itself does not indicate a menu! A disclosure triangle typically
expands a dialog box to present more information, as shown
below. The fact that this information is hidden indicates that it
is not necessarily critical at all times—you only pop open that
information when you need it. As you are learning to use your
Mac, click that arrow or triangle whenever you see it so you
become familiar with the options, whether you use them or not.

Below is a typical dialog box in which you save your new docu-
ment with a name. The default (the automatic choice) is to save
your document in the folder called “Documents” This is perfectly
fine. But if youd rather save the file into a different folder, click
the downward triangle and find the folder of your choice, as
shown to the right.

Do you see the two menus in this little
dialog box? Look for the double arrows.

Single arrows or
triangles on buttons

066 Untitled 068 Unided
Save As: Purple Passages \8 Save As: | Purple Passages (8 ’
= g
Where: | [ Documents <] @ "' |3 Documents F%’j search
+ . [ pi -~ @ Network < A day turned strangely
File Format: | Rich T§xt Format (RTF) Hr“i = Robin's Offi.. B A little body with a great heart
| |[[7 Research >
@ [ Desktop [F shakespeare + Screenwriting
'i‘ reilly « You mad-headed ape
/A Applications i
This is the default,
ovies
or the choice & Music ,
automatically B Fictires

madefor you. File Format: | Rich Text Format (RTF) E |

EHidE Extension Cancel @
A
ZF
To hide the extra information,
single-click this triangle again.
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