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oIl AppleWorks Quick Reference Card

Keyword Keystroke ~ Word Processor Data Base Spreadsheet
Arrange G-A NA Arrange or sort category Arrange or sort rows
Blank ¢-B NA NA Blank out cells
Copy ¢-C Copy text Copy records Copy entries
Delete ¢-D Delete text Delete records or report category Delete columns or rows
Edit, Cursor Switch ¢-E Switch between insert and replace Switch between insert and replace Switch between insert and replace
Cursors cursors Cursors
Find &-F Find text, page, or marker Find records Find entries or text
Group -G NA Add or remove group totals ina NA
report
Hard Copy &-H Print hard copy of current screen Print hard copy of current screen Print hard copy of current screen
display display display
Insert & NA Insert record, or previously deleted  Insert rows or columns
report category
Justify or Jump ¢-J NA Justify report category Jump to other window
Calculate G-K Calculate page breaks Definea calculated report category ~ Recalculate values
Layout S-L NA Change record layout Change cell layout
Move 6-M Move text Move records Move rows or columns
Name Change &-N Change name of file Change name of file, category, or Change name of file
report
Options, Printer -0 Display printer options Display printer options Display printer options
Print ¢-P Print text Go to report menu, or print report Print worksheet
Quick Change 6-Q Switch to another file on the Desktop  Switch to another file on the Desktop  Switch to another file on the Desktop
Replace or Record Selection &-R Replace text Change record selection rules NA
Save 6-S Save the current file to disk Save the current file to disk Save the current file to disk
Tabs, Totals, or Titles G-T Set tabs Add or remove report category totals  Set titles
Edit Cell Contents ¢-U NA NA Edit cell contents
Value G-V NA Set standard values Set standard values
Window G-W NA NA Create windows
Clear &Y Clear to end of line Clear to end of entry Clear to end of cell
Zoom 6-Z Display format settings Zoom to single-record or multiple- ~ Zoom to formula display
record layout
Ruler -1 Move within file to beginning (1),end ~ Move within file to beginning (1),end ~ Move within file to beginning (1), end
. (9), or proportionally (2-8) (9), or proportionally (2-8) (9), or proportionally (2-8)
6-9
Help 6-? Display help information Display help information Display help information
Cursor Move G- Move cursor one word right or left Change size of category Scroll horizontally one screen display
2
Cursor Move ¢-1 Scroll vertically one screen display Scroll vertically one screen display Scroll vertically one screen display
o |

NA = Not applicable. The keystroke has no significance for this particular tool.
NOTE: Some of the Data Base keystrokes work for the Review/Add/Change screen; others for the Report Format screen.
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