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Pointing Techniques

To point

To press
To click

To double click

To drag

Move the device until the pointer rests
on the information to which you want to
point.

Hold down the button on the device.
Quickly press and release the button.

Click the button twice in rapid
succession.

Hold down the button while moving the
pointer.

Keyboard Techniques

Throughout Personal DeskMate:

(ENTER)
CTRL@
(ESC)
space bar

(PRINT)

@ALm®@

(TAB)

(SHIFT) (TAB)
(HOME)

(END)

CTRL (D)
(CTRL) (1)
(CTRL) (&
(CTRL) =)

(SHIFT) (HOME)

(SHIFT(H

SHIFT)(t)

SHIFT)>
(SHIFT)
FOm
FDD
FOE

((EB D)

pushes the affirmative or OK button
pushes the QUIT button

pushes the CANCEL button

pushes the radio or push button on
which the marker rests

chooses the File Menu'’s Print option
chooses the Accessory Menu
chooses the help icon

next selection or field

previous selection or field

top of file

end of file

top of screen

bottom of screen

right margin

left margin

selects characters through top of file
selects characters through end of file
selects characters through the same
column on the previous line

selects characters through the same
column on the next line

selects the next character

selects the previous character
selects characters through the same
column at the top of the screen
selects characters through the same
column at the bottom of the screen
selects characters through to the right
margin

selects characters through to the left
margin

In a Help Window:

CTRD®
PG UP)
(PG DN)
CTRD@
(CTRUMA
CTRD®

pushes the Prev topic button
pushes the [PG UP] button
pushes the [PG DN] button
pushes the Next topic button
pushes the General button
pushes the How to button
pushes the Functions button

On the Tandy Desktop:

In

In

In

ALTE
ALTD
ALDDO=
ALD®
(CTRLIS)

chooses the File Menu

chooses the Directory Menu

chooses the Disk Menu

chooses the Build Menu

chooses the Disk Menu's Swap option

the Phone List accessory:

CTRDM
(CTRL®E
(CTRLD
(PRINT)

(CTRL©

pushes the NEW button
pushes the EDIT button
pushes the DELETE button
pushes the PRINT button
pushes the CALL button

On an Edit Card:

CTRUP)
(CTRUMND

pushes the PREV button
pushes the NEXT button

the Note Pad accessory:

CTRLP)
(CTRLIMND
(CTRU©
(PRIND

CTRLI(S)

pushes the PREV button
pushes the NEXT button
pushes the CLEAR button
pushes the PRINT button
pushes the SAVE button

the Calendar accessory:

&
CTRL)I=)

CTRL(=

Text:

(CTRLD
(CTRLIO)
ArDE
ALDE
ALDM
ALD®
ED

GE:Y)

(F10

displays the previous month
displays the next month

displays the same month, last year
displays the same month, next year

pushes the INSERT button

pushes the OVERTYPE button
chooses the File Menu

chooses the Edit Menu

chooses the Text Menu

chooses the Search Menu

chooses the Edit Menu's Cut option
chooses the Edit Menu's Copy option
chooses the Edit Menu's Paste option

In

07/86-BCo

When a string is found in the Search Menu's Substitute
option:
CTRLN pushes the NO button

When printing to the screen using the File Menu's Print
option:

(CTRL(N) pushes the NEXT PAGE button

(F8) chooses the Edit Menu's Copy option

Worksheet:

(ALT)(F) chooses the File Menu

(ALTIE) chooses the Edit Menu

(ALTI(P) chooses the Pad Menu

(ALT)©) chooses the Cells Menu

(ALTIS) chooses the Search Menu

9 chooses the Edit Menu's Cut option

(F8) chooses the Edit Menu's Copy option

(F1o) chooses the Edit Menu's Paste option

(CTRL©© chooses the Pad Menu’s Calculate
option

(CTRLF) chooses the Cells Menu's Formula
option

(CTRL(™ chooses the Cells Menu'’s Start text
option

CTRLUW@ chooses the Cells Menu's End text
option

(CTRLIN) chooses the Search Menu's Find next
option

space bar selects predefined text area

When printing to the screen using the File Menu's Print
option:

(CTRUMN) pushes the NEXT PAGE button
(F8) chooses the Edit Menu's Copy option

When using the File Menu’s Quit option after typing data
or making changes:

(CTRLMND pushes the NO button
Filer:

chooses the File Menu
ALTDE chooses the Edit Menu
ALTD®R chooses the Records Menu

ATTDE)>>( chooses the Field Menu
chooses the Text Menu
ATTDRE®(= chooses the Report Menu

ALDD chooses the Index Menu

chooses the Edit Menu's Cut option

F8) chooses the Edit Menu's Copy option

chooses the Edit Menu's Paste option

chooses the Records Menu's Add
option

CTRUD chooses the Records Menu's Delete
option

space bar selects a field or text area in Define-

Report and Define-Layout
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