for Macintosh™ and Macintosh Plus computers

Cmd = Command key
*For detadls on the Pred oo A dix A in the Users Guide

Cmd N Create a new outline window
Cmd O Open an existing cutline

Cmd W Close an outline window

Cmd 8 Save the active outline window
Cmd P Print the selected outline

Cmd Q@ Quit MORE and return to the Finder

Cmd X Cut the selection 1o the Clipboard

Cmd € Copy the selection to the Clipboard

Cmd V Paste the contents of the Clipboard

Cmd B Cloar the selection (deletes, without placing on Clipboard)
Cmd & Seloct all the text in a headline or document
Cmd K Search the outline for a string or a pattern

Cmd P Find the next occurrence of a string or a pattern
Cmd ¥ Change the selection with the replacement string
Cmd T Dial the telephone number in the selected headline
Cmd ; Enter the time into the selected headline or document
Cmd’ Enter the date Into the selected headline or document

B VIEW MENU

Cmd , (comma) Expand the subheadlines of the selected headline

Cmd . (period) Collapee the subheadlines of the selected headline
Cad B Expand all the subbeadlines of the selected headline
Cmd H Hoist the selected headline

Cmd — (minus) De-hoist the last hoisted headline
Cmd J Switch between Outline View and Tree Chart
Cmd I Switch between Outline View and Bullet Chart




e REORGANIZE MENU
Cmd L OR Shift Tab Move the selected headline out one level, left
Cmd ROR Tab Move the selected headline in one level, right

Cmd U Move the selected headline up, ot the same level
Cmd D Move the selected headline down, at the same level
Cmd M Mark and unmark the selected headline
Cmd 6 Gather all marked headlines
Cmd * Clone the selected headline
Cmd / Promote the subheadlines of the selected headline

I  CHANGING FONT, SIZE, & STYLE
Available in Heodlines, Documents, Tree Charts, & Bullet Charts

Cmd Shift [ Change to the previous font on the System disk
Cmnd Shift ] Change 1o the next font on the System disk

Cmd Shift , (comma) Decrease the font size

Cmd Shift . (period) Increase the font size
Cmd Shift B Eold headlines at selected level, or entire Tree Chart
Cand Shift I [talicize headlines at selocted lovel, or entire Tree Chart
Cmd Shift 0 Outline headlines at selected level, or entire Tree Chart
Cmd Shift U Underline headlines at selocted Jevel, or entire Tree Chart
Cmd Shift § Shadow headlines at selected lovel, or entire Tree Chart

e e ey HEADLINES
Mouse Commands in Heodlines
Click on headline text Solect the headline, and irsertion point

Double-click left or
right of headline box Expand and collapse subheadiines
Shift Click on headline text Extend the selection of text in the headline

Double-click on the
leader character of headline Open o new or existing window undermeath the headline

Cmd Shift Click on headline Mark and unmark the headline

Mouse Commands in Heodlines Chosen with the Preference "Drog on headline selects text”*
Drag on headline Seloct text in the headline
Option Drag on headline Move the headline 1o o new location
Double-click on headline Soloct one word in the headline
Option Double-click on headline Expand and collapee subheadlines
Triple-click on headline Solect the text of the whole headline
Mouse Commands in Heodlines Chosen with the Preference "Drag an headline rearganizes™*
Drag on headline Move the headline 10 & new location
Option Drag on headline Sclect text in the headline
Double-click on headline Expand and collapee subhesdlines
Option Double-click on headline Sclect one word in the headline
Option Triple-click on headline Scloct the text of the whole headline



Keyboard Cammands in Heodlines
Retarn [nsert a now headline
Backspace Delote text, one character ot a time, going backward
Shift Backspace Delete text, one character at a time, going forward
Option Backspace Select text in the headline, to the beginning of the previcus word
Option Shift Backspace Select text in the headline, to the end of the next word
Enter Open or close a new or existing small window und th a headline
Shift Enter Open or close a new or existing full-screen window undemeath a headline
Cmd Shift B Bold headlines at selected level
Cmd Shift I ltalicize headlines at selected level
Cmd Shift 0 Outline headlines at selected level
Camad Shift U Underline headlines at selected level
Cmd Shift § Shadow headlines ot selected level
Moving the Cursor in Heodlines
Cmd Return  Move cursor down to the end of the next headline
Cand Shift Return Move cursor up 1o the end of the previous headline
Cmd Backspace Move cursor one character backward
Cmd Shift Backspace Move cursor one character forward

Moving the Cursor in Heodlines, with the Preference "Cmd 1-8 Move Cursor”*
Cmd 1 Move cursor one character left
Cmd 2 Move cursor one character right
Cmd 3 Move cursor up 1o the previous headline
Cmd 4 Move cursor down to the next headline
Cmd § Move cursor to the Home headline
Cmd 6 Move cursor to the last expanded headline
Cmd 7 Move cursor up one screen
Cmd 8 Move cursor down one screen
*Note: with the Preference "Cind 1-8 Select Windows” chosen, the keyboard commands Option Cmd | -8 move the cursce as lsted above.

Moving the Cursor in Heodl on the M h Plus keyboard
T Move cursor up o the previous headline
1 Move cursor down fo the next headline
+ Move cursor left one character
-+ Move curscr right ane character
Cmd ! Move cursor up one screen
Cmd | Move cursor down one screen
Cmed ~ Move cursor left one woed
Cmd ~+ Move cursor right one word
Cmed Shift * Move cursor to the Home headline
Cmd Shift i Move cursor to the end of the last expanded headline

Cmd Shift -~ Move cumcr to the beginning of the headline, and then to the previous headline,
one level higher

Cmd Shift —+ Move cursor to the end of the headline, and then to the last subheadline,
expanding i necessary




- DOCUMENT WINDOWS
Mouse Commands in Document Windows
Click Select the insertion point
Drag Select text
Shift Click Extend the selection of text
Double-click Select one word
Triple-click Select one sertence

Keyboard Commands in Document Windows

Return Insert a “hard” carriage retumn
Backspace Delete text, one character at a time, going backward
Shift Backspace Delote toxt, one character at a time, going forward
Option Backspace Extend the selection of text to the previous word
Option Shift Backspace Extond the selection of text 1o the next word

Moving the Cursor in Document Windows

Cmd Return  Move cursor down one line
Cmd Shift Retarn  Move cursor up one line
Cmd Backspace Move cursor one character backward
Cmd Shift Backspace Move cursor one character lorward

Moving the Cursor in Document Windows, with the Preference "Cmd 1-8 Move Cursor™*

Cmd 1 Move cursor left cne character

Cmd 2 Move cursor right one character

Cmd 3 Move cursor up one line

Cmd 4 Move cursor down one line

Cmd S8 Move cursor to the beginning of the document window
Cmd 6 Move cursor to the end of the document window
Cmd 7 Move cursor up one screen

Cmd 8 Move cursor down one screen

*Note: with the Prelecence “Cimd 1.8 Select Windows" chosen, the keyboard ds Option Cend 1-8 move the cursoe as listed above.

Moving the Cursor in Document Windows, an the Macintosh Plus keyboard
T Move cursor up one line
{ Move cursor down one line
+ Move cursor ledt one character
- Move cursor right one character
Cmd ' Move cursor up one screen
Cmd | Move cursor down one screen
Cmd ~ Move cursor left coe word
Cmd —+ Move cursce right one word
Cmd Shift 1 Move curscr to the beginning of the document window
Cmd Shift | Move cursor to the end of the documnent window
Cand Shift ~ Move cursor to the beginning of the sentence
Cand Shift ~ Move cursor to the end of the sentence



B BULLET CHARTS
Mouse Commands in Bullet Charts

Click Move 10 the next chart
Pross and hold down
mouse butten Sicp the Bullet Chart, and retum to the outline

Keyboard Commands in Bullet Charts

Cmd I Bogin the Bullet Chart; stop the Bullet Chart and retumn to the outline
Cmd . (perfod) Stop the Bullet Chart, and retumn %o the cutline
Space Bar Adjust the display of the paletie, menu, and arrows in the Bullet Chart
Cmd Shift B Bold the title and then the text in the chart
Cmd Shift I [talicize the title and then the text in the chart
Cmd Shift 0 Outline the title and then the text in the chart
Cmd Shift U Underline the title and then the text in the chart
Cmd Shift § Shadow the title and then the text in the chart

Moving Around the Bullet Chart

Return Go to the next chart, regardless of level in the outline
Shift Return  Go o the previous chart, regardless of level in the outline
« (perfed) Go to the next chart, regardless of level in the outline
, (comma) Go to the previous chart, regardless of level in the outline

Camd U Go 1o the previous chart, at the same level in the outline
Cmd D Go to the next chart, at the same level in the outline
Cmd L Go to the previous chart, cne level higher in the outline
Cmd R Go to the next chart, one level deeper in the cutline

Moving Arcund the Bullet Chart, on the Mocintosh Plus keyboard

* Go 1o the previous chart, regardless of level in the outline

- Go 1o the next chart, regardless of level in the outline

1 Go o the previous chart, regardless of level in the outline

i Go o the next chart, regardiess of level in the cutline
Clear Stop the Bullet Chart, and retum to the outline

EEEEEESEEEEEEEses— TREE CHARTS
Keyboard Commands in Tree Charts
Cmd J Display the expanded headlines beneath the selected headline as a
Tree Chart; switch back to Outline View from the Tree Chart
Cmd Shift L Align text in the tree to the left
Cmd Shift R Align text in the tree to the right
Cmd Shift M Align text in the tree to the center
Cmd Shift B Bold all the text in the tree
Cmd Shift I [talicize all the text in the tree
Cmd Shift 0 Outline all the text in the tree
Cmd Shift U Underline all the text in the tree
Cmd Shift § Shadow all the text in the tree
Cmd Shift } Toggle botween right and left horizontal orientations
Cmnd Shift ° Toggle between top and bottom vertical orientations



