COMMON SHORTCUTS

Paragraph Designer.......................... Ctrl+M
Character Designer ........................... Ctrl+D
Table Designer.....................o Ctrl+T
GoToPage.. ... Ctr+G
GroUp. ... Escgg
UNgroup.......ooo Escgu
Align Objects .............................. Escga
Distribute Objects............................ Escgd
Shrinkwrap Frame Around Image ........ .. Escmp
Apply Condition ........................... Ctrl+4
Cancel Condition ... Ctrl+6
Find/Change............................ Esc Shift+f i f
Hypertext.............................. Esc Shift+fi h
Lock document........................ Esc Shift+f [ k
Spelling Checker.................... .. Esc Shift+f i s
Structure View. ... Esc Shift+f i v
VIEWING

View Text Symbols .......................... Escvt
View Borders ... Escvb
ViewRulers..............oo Escvr

ENTERING SPECIAL CHARACTERS

Bullet....................... . Ctrl+q %
Dagger...........ooooii. oo Ctrl+q space
Double Dagger............. Fooo Ctrl+q
Trademark..........o Ctrl+q *
Copyright ................. ©. ... Ctrl+q)
Registered trademark ... . .. U Ctrl+q (
Paragraph symbol......... b Ctrl+q &
Section symbol............ S Ctrl+q $
Ellipsis ... Ctrl+q Shift+i
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EmDash............................. Ctrl+q Shift+q

EnDash............................... Ctrl+q Shift+p
Emspace............ Esc space m, Ctrl+ Shift+space
Enspace................ Esc space n, Alt+Ctrl+space
Numericspace. .................... Esc space 1 (one)
Thinspace. ... Esc spacet
Nonbreaking space.......... Esc space h, Ctrl+space
‘(Smart Quotes off ) .................... Ctrl+q Shift+t
'(Smart Quotes off )................... Ctrl+q Shift+u
“(Smart Quotes off ). ........ Ctrl+q Shift+r, Alt+Ctrl+
"(Smart Quotes off )......... Ctrl+q Shift+s, Alt+Ctrl+
i Ctrl+
. Esc"”
Nonbreaking hyphen......................... Esc-h
Suppress hyphenation symbol............. .. Escns
Discretionary hyphen............ Esc - Shift+d, Ctrl+-
Forcedreturn.......................... Shift+Return

TYPING SPECIAL CHARACTERS IN DIALOG BOXES

Bullet. ... e \b
Circumflex.................... A \@
Dagger..............oo LT \d
Double Dagger ............... P \Shift+d
Dash (em) ... \m

Dash(en) ... ... \=

Ellipsis ... \e

Florin....................... .. fo \Shift+f
Forced Return ... \r
Fraction........................ [ \/
Grave . ... \{
Hyphen (discretionary) ...................... ... \-

Hyphen (nonbreaking) ........................... \+
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Spacef(em)........................... \sm, \Shift+m
Space(en) ... \sn, \Shift+n
Space (nonbreaking). ... \space
Space (numeric.............. \s#, \#
Space (thin)................................... \st, \i
Suppress hyphenation............... \_ (underscore)
Tab \t
Trademark serif ............... ™ .. \Shift+t, Shift+m
KEYS FOR FINDING AND CHANGING
Tabsymbol. ... \t
Forcedreturn.................... ... \r
End-of-paragraph symbol ..................... . \p
Start of paragraph ... \P
Nonbreaking space ......................... \ (space)
Thinspace. ... \i, \st
Enspace.......... \N, \sn
Emspace.. ... \M, \sm
NUMEerCSPace. . .......ooviiiii \#, \s#
End-of-flow symbol. ... \f
(grave) ... \{
\ (backslash) ... \\
Discretionary hyphen.................... \- (hyphen)
Non-breaking hyphen ......................... ... \+
Suppress hyphenation symbol. ... . .. \_ (underscore)
Startorendofword ... \<or\>
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