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Why bother with Keyboard Shortcuts?

e Work more efficiently
o Savetime
o Save effort
o Avoid repetition
e Reduce risk of RSI/Carpal Tunnel




Controlling your Mac

e |cons
o Physical model=intuitive
e Menus
o Self-explanatory/logical
e Limitations
o Slow, repetitive, “labor intensive”
o |nefficient




Using Keyboard Commands

e Keyboard Commands/Shortcuts

e Advantages
Much faster than other methods
Hands don't leave the keyboard
Reduce repetitive movements that can lead to RSI
Can expose commands not easily found otherwise
Doesn't take focus away from task at hand




Using Keyboard Commands

e Disadvantages

NOT intuitive—you have to know a command before
you can use it

Some commands are obscure/harder to memorize

May not be worth the effort if commands are used
infrequently




What we’ll cover today

e Commonly used apps

o Finder

o Safari

e Mail
e “Universal” commands used by most applications
e Won't cover “Pro” apps

o Powerful, but their shortcuts are often unique to
application




What we’ll cover today

o Resources that list many more Keyboard
Commands

e Available as PDFs to use as references
e Www.randommaccess.com/presos

e How to find keyboard commands throughout
your Mac




Modifier Keys

e Hold these down while (or before) selecting the
letter of number key that goes with the shortcut

> (Command) —Also called the Apple key

” (Control)

/_ (Option)—Also called the Alt key
(Shift)
(Function)




House Rules

It’s not rude to interrupt me to ask questions

Let me know if | go too fast or you want to see
something again

You'll know some of this already—but your
neighbor might not

Watch for the Keyboard Commands on the bottom
of the screen




"8 The Finder

Opening/closing folders and windows

Moving through your hard drive and network
Jumping instantly to commonly accessed folders
Switching between applications

Launching programs and files

Customizing your view of your Mac’s contents
“Cleaning up” your workspace




"8 The Finder

Eleven
o Top-IeirFinder Commands

36-N — New Finder Window e Space — Quick Look
Shift-38-N — New Folder

36-0 — Open

36 -W — Close (Think “Withdraw”)

36-C— Copy

36 -V — Paste

38 -M — Minimize
38-Z — Undo
S

S -Delete — Move to Trash
hift- 36 -Delete — Empty Trash




"’! The Finder

e Finder Windows
Four views

lcon

List

Column

Cover Flow




"8 The Finder

e Finder Windows

Navigating

Tab to move through items in alphabetical order;
Shift-tab to move in reverse

Start typing an item’s name to jump to it
Use arrow keys to move through a folder’s hierarchy
Right/Left Arrows expand and close folders in list view

Option- d

Qo

-— N

5-Up Arrow to go the next higher folder

C

Move between open Finder windows




"8 The Finder

e |nstantly jump to commonly used folders

e These are all “Shift- 38" shortcuts:

Shift- 38 -A — Applications Folder
Shift- 36 -U — Utilities Folder
Shift- 36 -D — Desktop
Shift- 38 -H — Your Home Folder
Shift- 36 -C — Computer Folder

Shift-38-0 — Documents Folder
Shift- 38 -K — Network Window
36 -K — Opens Connect to Network Window




"8 The Finder

e Finder Windows and the Desktop

o “(leaning up”

Contro
Contro
Contro
Contro
Contro
Contro

5-1— Arrange by

5-2 — Arrange by

5-3 — Arrange by

Name
Date Modified

Date Created

5-4 — Arrange by Size

5-5 — Arrange by Kind

QDo Q00 anp ano oo oo

5-6 — Arrange by Label




"8 The Finder

e Spotlight

5 -Space to bring up Spotlight

e (reatas an application launcher

* Enter to open/launch Top Hit; 36 -Enter to reveal it in
the Finder

o Arrow keys move through results




"8 The Finder

e The Dock

Option-3%-D to hide or show Dock

Navigate through Docked folders just like Finder
windows (Typing, Tab, arrow keys)

In grid view, hitting Enter on a Folder opens it within
the grid

In fan view, it opens it in the Finder




"8 The Finder

e Moving between Applications

5-Tab lets you move between open applications

e Shift-3B8-Tab does it backwards

o Manipulate apps by using keys when the are
highlighted:

o (Q=0Quit
e H=Hide




"8 The Finder

o Miscellany

® (ption-36-Escape — Force quit

5-H — Hide the frontmost application

* (ption-3B-H — Hide all other applications

- period — Cancel action/close dialogue window




Entering URLs
Performing web searches

Moving between windows and tabs

Adding and selecting bookmarks
Making text and images bigger
Selecting items in pop-up menus




Open URL (Think “Location”)

N — Open new browser window

Open new browser tab

nift- 36 -Left/Right Bracket — Move between tabs in a
browser window

Tab moves you between text fields (including location and
search); Shift-Tab moves backwards




Option- 36 -F — Goes to web search field (Think “Find”)
Without the Option, performs a find on the current page

> -1 — Mail contents of current page

ift- 36 -1 — Mail link to the current page

5-+ — Zoom in (it’s actually the = key)

- minus key — Zoom out

-0 — Reset to default size




e Movingin and between pages

5 -left/right arrows — move backward and forward

(@
J

rough pages (36 -left/right bracket does same)

o Arrow keys — Scroll around page

e Space bar — Jump down one screen (Add Shift to
jump up)

Function-left/right arrow — Jump to top or bottom of
nage




e Navigate pop-up boxes:
o (0 to pop-up box (by clicking or tabbing to it)
e Start typing
o Use arrow keys

e Bookmarks

8-D — Add bookmark

* (ption-35-B— Open bookmarks page

5-1,2, 3, 4, etc. — Open bookmark bar item




® (ption-3d6-1— Show Top Sites

o Tab, then use arrow keys to navigate

e Hit Enter to select

® Shift-36-H — Go to Start (Home) page




Opening messages
Creating new messages
Getting new mail
Sending messages

Replying, forwarding and redirecting messages

Adding attachments




e Jumping to mailboxes

5-0 — Open message in a new window

Inbox
Outbox
Drafts
Sent




Doing stuff with messages

5-N — Compose a new message

ift- 36 -D — Send message

5-S — Save as draft

5-R — Reply (Shift-36-R — Reply all)

5 -F — Forward

ift-36-A — Add attachment

5 -plus/minus — Increase/decrease font size




% Other Applications

Creating new documents

Opening, closing, printing and saving files

Navigating within Open/Save dialogue windows
Moving between open documents

Cut, copy and paste

Formatting text




. Keyboard & Mouse

e Keyboard commands augment what you can do
with a mouse

Add keyboard commands when dragging items to
change from moving to copying or making an alias

Use app switcher while dragging objects to insert them
into other applications

Option- 6 -click on the Desktop to hide all apps except
the Finder




. Keyboard & Mouse

e Keyboard commands augment what you can do
with a mouse

e (ommand-Drag windows without bringing them to
the front

5-click on window’s name to see its directory path




The Big Secret

e Many if not most Keyboard Commands are
advertised within an application’s menus

Undo Move of “untitled folder" 2

Cut g6 X
Copy g8 C
Paste Item

Select All

Show Clipboard

Special Characters...




‘Roll Your Own’

Create your own Keyboard Shortcuts using
System Preferences

Keyboard

!" Keyboard | Keyboard Shortcuts

To change a shortcut, double-click the shortcut and hold down the new keys.

I Dashboard & Dock
I Display ™ Dashboard F12

B Exposé & Spaces

# Front Row

Keyboard & Text Input
Screen Shots

Services

&) Spotlight

@ Universal Access

A Application Shortcuts

P

+ | — . Shortcut used by another action [ Restore Defaults 3

- )

Full Keyboard Access: In windows and dialogs, press Tab to move keyboard focus between:
(@ Text boxes and lists only
(U All controls

Press Control+F7 to change this setting.

Keyboard battery level: (@& 100% Set Up Bluetooth Keyboard

2




Resources

e Mac0S X keyboard shortcuts
e http://support.apple.com/kb/HT1343




Resources

e Dan Rodney’s ‘Mac Central’
e http://www.danrodney.com/mac/

CYe)E) Dan Rodney's List of Mac OS X Keyboard Shortcuts & Keystrokes
< + [ http://www.danrodney.com/mac/ 3
1 Dan Rodney's List of Mac 05 X Ke..

indesign scripts iphone/ipod | reference | training | design

Mac Central

place for g . Mac related hints

{ Keyboard Shortcuts ~_Multi-Touch Gestures | Tips & Tricks |_Recommended Programs

Mac Keyboard Shortcuts

11ke o e out he fsest vyt o tings. ape hese sortus i el become the pover et 5w, These ek st
Wk on Mac 05 10.6 Snow Leopard and 10,5 Leopard (many 3150 work on 10.4 Tger).30d new shorcuts 35| ind them, s0 check back ' st
exploring Snow Leopard and willbe updating this page s | discovr new goodies

Please note that Cmd is short for the Command key (otherwise calied the Apple key).

Guide to the Mac’s Menu Symbols
Symbol | Key on Keyboard Symbol | Key on Keyboard
Command/Apple key (iike Control on a PC) & Delete
Option (ke Alt on 2 PC) O Escape
shift # PageUp
Control (Control -click = Right-click) 4 page Doy
Tab X Home
N End




Resources

e This presentation
e http://www.randommaccess.com/presos

Lookm mouse!

How to use ke| rtcuts to work
reduce RSI




Resources

e Chuck La Tournous
e RandomMaccess.com
e MacObserver.com
e Madury.com
o Follow me on Twitter
e twitter.com/RandomMaccess







