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Visual Table of Contents

Use the following table as a guide to locate information about each
QuicKeys Action.

Use this QuicKeys Action...

Advanced Text Tools

See page 86 for more
information.

If you want to automate this task...

Reformat a block of text to remove unwanted
line breaks and spaces.

Change a block of text to title case, uppercase,
or lowercase.

Remove quote marks from an E-mail message
that was forwarded to you.

CD/DVD

See page 147 for more
information.

Play, pause, stop, eject, or skip to the next
track on your audio CD or DVD.

Change Folder

See page 96 for more
information.

Switch to another directory when you are
opening or saving a file or when you are
exploring a folder.

Choose Printer

See page 157 for more
information.

Switch your default printer.

Dial-Up Networking

See page 164 for more
information.

Connect to or disconnect from a dial-up
networking service.

File Handler

See page 100 for more
information.

Set the file extension for a group of files.

Move a group of files to another directory or
drive.

Instant E-mail Action

See page 173 for more
information.

Send an E-mail that contains attachments to a
friend.

Visual Table of Contents




Use this QuicKeys Action...

2z

Network Drives

See page 160 for more
information.

If you want to automate this task...

Connect to or disconnect from a network
volume.

[»

Open

See page 91 for more
information.

Open programs, control panels, documents, or
other types of files.

i

QuicKeys Clipbook

See page 118 for more
information.

Control QuicKeys’ version of the system
Clipboard.

19

QuicKeys Controller

See page 68 for more
information.

Open/Close the QuicKeys Editor.

Show the QuicKeys QuickReference Card.

Enable/Disable QuicKeys hot keys and timers.

Control QuicKeys recording.

B

Recent Files

See page 109 for more
information.

Search for files modified within a specified
amount of time.

D

Screen Settings

See page 128 for more
information.

Change your screen settings when attaching
your laptop computer to a full-size monitor.

i

Select Menu

See page 131 for more
information.

Select an item from a menu without using your
mouse.

L4

Set Audio Volume

See page 150 for more
information.

Adjust the various audio devices on your
computer.

Special Characters

See page 82 for more
information.

Type symbols or international characters.




Use this QuicKeys Action...

Toolbar

@z

B See page 47 for more
information.

If you want to automate this task...

Create QuicKeys toolbars that provide quick
access to your QuicKeys Actions.

Type Date/Time

b See page 77 for more

information.

Type the date and time in a specific format.

Type Keystroke

information.

See page 137 for more

Reassign hot keys built into the programs you
use so they make sense to you.

Type Text

See page 73 for more
information.

Type text you specify.

Web Launcher

9 See page 169 for more

information.

Open a specified URL in your default Web
browser.

Open selected text as a URL.

Display a list of Netscape Bookmarks or
Internet Explorer Favorites.

Windows Specials

! See page 140 for more

information.

Control the frontmost window on your desktop.

Organize all the open windows on your
desktop.

Log out of the current user account.

Restart/shutdown your computer.

Switch your computer to standby mode.

Sequence (only available from
@ the Create menu)

See page 189 for more

information.

Displays the Sequence Editor, which you can
use to combine Actions and recorded tasks.

Visual Table of Contents
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Chapter 1:
Welcome to QuicKeys

QuicKeyé@ for Windows® is software that lets you create custom keyboard

@ actions, menu commands, and toolbars so you can perform routine tasks
with a single mouse click, a keystroke, or a key combination. These tasks are
referred to ag\ctions QuicKeysActions are similar to macros, except that
they are much easier to create.

To create a QuicKeys Action, all you have to do is define the task you want
to perform in the QuicKeys Setup Wizard. You must then choose to replace
the task, or series of tasks, with a sirtglgger, such as a hot key, a

QuicKeys toolbar, or a desktop shortcut. QuicKeys automates common
computer tasks that include anything from opening folders you frequently
use to logging into your favorite database program.

QuicKeys provides you with a powerful and versatile recording function
that is ideal for automating lengthy or complex tasks. Tell QuicKeys to
watch your Actions on the PC and it can then play those actions back
whenever you want. These recorded actions are cigaencesand they
can mimic virtually anything you do on your computer.

QuicKeys toolbars work much like the toolbars you use in your other
programs, except that you call the shots with QuicKeys toolbars. You specify
what each toolbar button does, which icon is used, and when the toolbars are
displayed. In other words, QuicKeys toolbars give you complete control.
And, like the recording feature, toolbars save you time by making your
interaction with your computer more efficient.

However you choose to use it, QuicKeys represents powerful solutions that
make it indispensable for assigning unrewarding and repetitive tasks to the
computer and not to the computer user.



What Can QuicKeys Do for Me?

Chapter 1

Think of something you do on a daily basis. Chances are that whatever task
you thought of can probably be automated by QuicKeys. For example, if you
frequently switch between printers on your network, QuicKeys can do that
for you with a single hot key. Changing your printer with a single hot key
rather than navigating through numerous printer windows saves you time
and frustration.

QuicKeys can also assist you with multi-step tasks. For example, if your job
requires that you routinely change graphics from one format to another,
have QuicKeys do it for you. Just direct QuicKeys to watch and record what
you do and then assign QuicKeysigger that will tell it whento repeat

your actions. You will learn all about triggers in Chapter 3, but for now just
think of triggers as the click or keystroke that communicates to QuicKeys
that it’s time to start a specific task.

When you select the trigger, QuicKeys will not only remember the steps
required to change your graphics, but it will do so quickly and accurately.
Humans are prone to error. If, however, you can do a job right once,
QuicKeys can replicate it thousands of times with no mistakes.

The savings in time and frustration are easy to measure. The real advantage
of QuicKeys, however, is intangible. After you install QuicKeys, your
computer work flows more smoothly. Instead of working in one program

and then spending valuable time searching for another, programs and data
appear and disappear automatically as they are needed. The disparate parts
of your computer merge in a way that makes sense to you so you can finally
complete a day’s work in a day’s time. How many other programs do you
know of that can add such value to your computing experience?



About this User Manual

Read this section to learn how the QuicKeys instructions are organized and
to become acquainted with the conventions used in this manual. Knowing
how the manual is set up will help you use it more efficiently.

Organization

Each chapter of this manual first describes the topic of each section and its
benefit to you. Then, instructions for setting up and using the software. Each
section ends with information about the options available in the dialogs or
wizards discussed in that portion of theer Guide

» Chapter 1: Introduces you to QuicKeys and provides information about
using the manual and contacting the makers of QuicKeys.

» Chapter 2: Lists the system requirements, provides installation
instructions, and guides you through the QuickStart Wizard.

» Chapter 3: Introduces you to the different components of QuicKeys and
provides an overview of the process of creating QuicKeys Actions. This
chapter is very informative for users who are new to the QuicKeys
software.

» Chapter 4: Introduces you to toolbars and provides instructions for using
them.

» Chapter 5-Chapter 11: Provide information about the features and
benefits of each individual QuicKeys Action, as well instructions for
using those Actions.

e Chapter 12: Introduces you to sequences and provides instructions for
using them.

» Appendix A: Provides tips for using QuicKeys and solutions for
problems you may encounter while using QuicKeys.

» Appendix B: Provides instructions for creating custom icons that can be
used in QuicKeys toolbars.

» Appendix C: Provides an illustration of the QuicKeys architecture.
» Appendix D: Provides a list of hot keys that QuicKeys cannot use.

Welcome to QuicKeys



Assumptions

This documentation assumes you are familiar with the Windows operating
system and hardware. If you need assistance with standard Windows
procedures, consult the online Windows Help that’s available in the Start
menu on your taskbar.

Conventions

* Helvetica Bold Condensed font indicates menu options, buttons and active
dialog text that is referred to in the instructions. Example: Go tEilthe
menu.

« The first time a QuicKeys-specific term is used, it is display#dlins.

Contacting CE Software

Chapter 1

If you have questions about QuicKeys, use this section to learn how to
contact CE Software.

Technical Support

CE Software offers online, fax, and fee-based telephone support. Visit the
Technical Support Web pagehétp://help.cesoft.com/tech/quickeys/default.html
for information about the various support options.

Contact Information

The Technical Support Department is available Monday through Friday
from 8:00A.M.to 5:00r.m. Central Time. CE Software Technical
Support can be reached by:

e Phone: 515-221-1803

e Fax: 515-221-1806

» Newsgroupshttp://www.help.cesoft.com/
* E-mail: ceonline@cesoft.com



Before You Call

Please verify the following:

» Have you checked the QuicKeys Web site for updates and product
information attp://www.quickeys.com/

» Have you checked the CE Software Technical Support Web page at
http://www.help.cesoft.com/

« Have you checked the CE Software newsgroups at
http://www.help.cesoft.com/tech/newsgroups.htmi/

Information you need

To help our Technical Support team assist you as quickly as possible, please
have the following information available when you speak with, or write to,

a Technical Advisor:

* Product name and versioa.g QuicKeys 1.0)

» Computer type and moded.¢ HP Vectra VE 5/75)

» Operating System and versiandg Windows 95)

Product Feedback

What do you think of QuicKeys? We want to know and we encourage you
to submit your ideas tieedback@cesoft.com SO we can consider them for the
next version of QuicKeys.

User Guide Feedback

We also welcome feedback about the online help ardsbeGuide Please
E-mail us amanuals@cesoft.com with your comments and suggestions.

The most current version of this manual is available online at
hitp://www.cesoft.com/ and can be viewed with AdobAcrobat Reader 3.0 or
greater. Visitttp://www.adobe.com/ to download a free copy of Acrobat
Reader.

Welcome to QuicKeys



Chapter 1

Sales and Customer Service

CE Software’s Sales and Customer Service staff can answer your questions
about QuicKeys.

Contact Information

The CE Software Customer Service department is open Monday through
Friday from 8:00a.m. to 5:00r.m. U.S. Central Time. They can answer
guestions on product availability, upgrades, product prices, damaged disks,
customer registration, and general policies. If you have a question about
your CE Software product, please have your serial number ready when you
call. For customers outside the U.S., please call your local distributor.

* Phone: Domestic orders: 800-523-7638
 International orders: 515-221-1801

» Fax: International and Domestic orders: 515-221-2258
* Online:http://www.cesoft.com/service/cshome.html

Change of Address

If you change your address, please E-mail ssl@t@cesoft.com or send a
letter indicating your old and new address to:

CE Software, Inc.

Attn: Change of Address

P.O. Box 65580

West Des Moines, IA 50265 U.S.A.



Chapter 2:
Installing and Starting QuicKeys

The steps involved in setting up QuicKeys include installing QuicKeys on
your hard disk, completing the questions in the QuickStart Wizard, and
starting the QuicKeys Editor. This chapter explains how to accomplish these
tasks.

Requirements
The minimum requirements your computer must meet to install and operate
this product include:
* Intel compatible PC running Windows 95, Windows 98, or NT 4.0 or
greater.

« Personal computer with a 486DX or higher processor (Pentium 90 or
greater strongly recommended).

* 16 megabytes (MB) of RAM (32 MB recommended) for computers
running Windows 95 or Windows 98.

* 16 MB of RAM (32 MB recommended) for computers running Windows
NT.

* One CD-ROM drive.
» Atleast 8 MB of available hard disk space.

» Standard 640x480 VGA monitor (SVGA 800x600 monitor
recommended).

» Certain features are enhanced by an Internet connection

OIf you are using Windows NT, installation must take place while logged in as
administrator or as a user with administrative rights.



Installing QuicKeys

1

Insert the QuicKeys CD
into your computer’s
CD-ROM drive. An
Autostart window
appears. If the window
does not appear
automatically, right-click
the CD icon and select
AutoStart.

Click the Install QuicKeys
button to install

QuicKeys.

Read the wizard dialog
that appears and click Next.
Read the terms of the Software License Agreement. Click Yes if you agree with
the terms and want to install the software.

Read the Readme file and click Next.

Type your Name, Company, and Activation Key in the appropriate boxes and
click Next.

U Your company name is not required.
Choose the directory where you would like to install QuicKeys and click Next. A
status bar appears.
Read the final wizard dialog and click Finish. The Startup QuicKeys Engine is

selected by default so the QuicKeys Engine is running when you complete the
installation.

Starting QuicKeys After Installation

Chapter 2

When you complete the installation wizard, the QuicKeys Engine and
QuicKeys Editor are automatically started. The first time the QuicKeys
Editor opens, the QuickStart Wizard appears. The QuickStart Wizard is
designed to set up a variety of common QuicKeys Actions so you can take
advantage of QuicKeys immediately. See page 12 for information on
starting QuicKeys from the Windovgtart menu.



Using the QuickStart Wizard

Before you continue, spend a few minutes thinking about what you want to
automate on your computer. The QuickStart Wizard will likely provide an
opportunity for you to automate the tasks you have in mind. Remember, you

can always edit the tasks

Read the Welcome to QuicKeys
page and click Next.

Read about all the Actions
that QuickStart can help you
set up and click Next.

Select the check box for each
program you use on a daily
basis and click Next.

Type your name or signature
line in the text box and click
Next.

Select a date and/or time
format you would like to use
in your daily correspondence
and click Next.

you set up with the QuickStart Wizard later.
T
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Select your most frequently-used printers and click Next. Only the printers you
have set up using the Windows control panel appear in the list of available

printers.

Select the Print
QuickReference Card check
box to print a list of all the
Actions you just created
and click Finish.

U See page 44 for more

8

information on the
QuickReference Card.
If you chose to print the
QuickReference Card,
select 0K at the printing
prompt.
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Chapter 2

9 The Setup Wizard tab displays by default the first time QuicKeys launches. Click
the My Actions tab to view all the Actions you've already created with QuicKeys
using the QuickStart wizard.

The Dockable e
toolbar created by
the QuickStart
Wizard.

fin fi fam e i
e R e i e e L LU |
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Am= |@=— |o L= |-
I | B | | |
G- |m== | gmx | pe|
Or= | W | otz | o=, |
B | B |dz. | ol |

o= |w== |

The Setup Wizards
tab of the
QuicKeys Editor.

Status area,
or“tray,"where
the QuicKeys
menu is

located. : - - =
e A
Taskbar | ot D 4
Figure 1: The QuicKeys Editor opens after you complete the
QuickStart Wizard.

10 The QuickStart Wizard automatically creates a Dockable toolbar that appears
by default at the top of your screen. You can click any of the buttons on the
toolbar to access the Actions you created with the QuickStart Wizard as well
as preset Action Menus. See page 47 for more information on toolbars.

How to Use Your New Actions

You can trigger your new Actions by clicking a button on the toolbar that
QuicKeys created for you, by selecting the hot key you assigned to your new
Actions, or by selecting an Action from the QuicKeys menu. Each of these
methods is discussed in “Triggering Actions” on page 31, but this section
provides instructions for using the QuickReference Card to trigger your
Actions.

To trigger your new Actions using the QuickReference Card:

1 Click the close box to close the QuicKeys Editor.

2 If you chose to print the QuickReference Card, refer to your printout right now
and select one of the hot keys listed on it. Your computer should complete the
Action described in the Action column of your printed QuickReference card.



If you chose notto print the QuickReference Card, press Shift+Control+Space
to display the QuickReference Card on your screen. Click one of the Actions
listed in the QuickReference Card to trigger it. See page 44 for more
information on the QuickReference Card.

More About QuickStart

Below are some quick facts about the QuickStart Wizard you just
completed.

The QuickStart Wizard only displays when there are no Actions created.

If you want to edit an Action you created in the QuickStart Wizard,
double-click the Action in th#ty Actions tab of the QuicKeys Editor.

By default, all Actions created with the QuickStart Wizard are universal
in scope This means that you can use the Actions in any of the programs
you have open. See page 28 for more information on Action Scope.

The list of programs presented to you in the QuickStart Wizard is
populated by the programs available in your Start menu. If you want to
open a program that is not listed, see page 91 for information on the Open
Action.

By default, all Actions created with the QuickStart Wizard are listed in
the My Actions tab of the QuicKeys Edit@ndin the QuicKeys menu. See
Figure 2 on page 12 for an illustration of the QuicKeys menu.

If you want to trigger your Actions with hot keys rather than selecting
them from the QuicKeys menu, refer to the printed QuickReference Card
for a list of the hot keys automatically assigned to the Actions. See
page 44 for more information on the QuickReference Card.

You can type up to 12 KB (more than 1,200 characters) of text when you
set up the Type Text Action with the QuickStart Wizard.

The QuickStart Wizard creates a Dockable toolbar that displays a button
for each of the Actions you created in the wizard.

Installing and Starting QuicKeys
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Starting QuicKeys

Chapter 2

1

Since the QuickStart Wizard only appears when there are not any QuicKeys
Actions created, it's likely that the only time you will see the QuickStart
Wizard is immediately after installation. When QuicKeys is started again
after completing the QuickStart Wizard, you see the QuicKeys Editor. To
learn more about the QuicKeys Editor, see page 15. To learn how to start
QuicKeys without the assistance of a wizard, use the following instructions:

To open the QuicKeys Editor:

Right-click the QuicKeys icon. It is located in the status area (commonly known
as the tray) of the taskbar.
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Figure 2: By default, you can open the QuicKeys menu from the Windows
taskbar. The QuicKeys menu is located in the status area, or tray, of
the taskbar.

Select Open QuicKeys Editor from the QuicKeys menu. The QuicKeys Editor
appears. See page 15 for more information on the QuicKeys Editor.



Chapter 3:
QuicKeys Overview

This chapter explains how to use QuicKeys and provides an overview of the
QuicKeys architecture. Reading this chapter will acquaint you with the
capabilities of QuicKeys so you can take full advantage of the software’s
power and flexibility.

QuicKeys Actions and Sequences

QuicKeys Actions and Sequences are the foundation of the QuicKeys
program. QuicKey#ctionsautomate simple one-step tasks, such as
choosing a network printer. QuicKegequenceautomate multi-step tasks,
such as starting a database program, searching for a specific item and
printing out the selected database records. Actions can be built using Setup
Wizards or the Action Properties dialog. Sequences are built using a
collection of Actions that can be assembled manually or by using the
QuicKeys recording feature. The recording feature enables QuicKeys to
“watch” what you are doing and repeat your actions.

Creating Actions and Sequences

Probably the single most important factor involved in using QuicKeys is
understanding the concept behind its usage. QuicKeys is a powerful
software tool you can use to automate your computer. It's a tool, however,
that is only as effective as you make it. Once you install QuicKeys, you need
to make a mental note of the tedious, routine tasks you perform on your
computer and earmark those tasks for some attention from QuicKeys. Each
time you think of something that QuicKeys could make easier for you,
create an Action or Sequence that automates that task, or series of tasks.
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When you create a QuicKeys Action or Sequence, you can choose the
trigger that launches it. In other words, you need to specify the “signal” that
tells QuicKeysvhento perform the Action or Sequence. For example, if you
want QuicKeys to open a database program and enter the current date and
time, you need to let QuicKeys know when to begin. You can use a hot key
(such as F5), or a number of other available QuicKeys triggers (such as
toolbars, the QuicKeys menu, or timed triggers) to communicate with
QuicKeys that you want to begin this Sequence. It's kind of like having a
personal assistant inside your computer that understands a language of
triggersyouchoose.

That’s all there is to using QuicKeys: thinking of tasks to automate, creating
QuicKeys Actions or Sequences that replace those tasks, and triggering the
tasks. You need to spend a few minutes telling QuicKeys what you want, but
from that point on you save hours, days, maybe even weeks with the Action
or Sequence that only took you a couple of minutes to set up. It's a pretty
good return for a small investment of time. In fact, after using QuicKeys for

a few weeks, you will probably be amazed when you recall how much of
your day was once spent searching through folders, rearranging windows on
your desktop, or clicking the same options in countless windows.

QuicKeys Components

Chapter 3

Part of understanding any piece of software is understanding its different
components. Understanding the parts of QuicKeys will familiarize you with
the logic behind the QuicKeys architecture, making it easier to find things
and use the software more efficiently.

QuicKeys is composed of three main elements: the QuicKeys Editor, the
QuicKeys Engine and QuicKeys plug-ins. This section familiarizes you with
each of these components.

OFor a diagram of the QuicKeys architecture, see page 213.



QuicKeys Editor

When you select QuicKeys from the Start menu, the QuicKeys Editor

displays. It is your control center for creating, editing, and deleting Actions.

There are four separate tabs available in the QuicKeys Editor that each serve
a different purpose: thetup Wizards tab, theMy Keyboard tab, theMy Toolbars

tab, and thdly Actions tab.

The QuicKeys Editor Tabs
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Wizard.
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Use the My Keyboard tab to quickly add or
change hot key triggers for existing Actions.
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Create, edit, and delete toolbars from the My
Toolbars tab.

View all your QuicKeys Actions and their
properties from the My Actions tab. This
illustration uses the Details view, but you can
also select the Large Icons, Small Icons, or
List views from the View menu.

QuicKeys Overview
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The Setup Wizards Tab

When you first start QuicKeys, you see a tabbed window that displays the
Setup Wizards tab as the frontmost tab. Click one of the buttons iiSdtue

Wizards tab to be guided through the process of setting up an Action that will
automate the task described on the button. When your cursor is positioned
over an Action button for more than one second, a hot help description of the
Action displays.

Click the drop-down arrow to
display a list of Setup Wizard
viewing options.

Standard program e b e
toolbar. e =] S e D QuicKeys
' Sy Wism dn Wedmbowd | ok [ e chorn |
Wizard window —
label. This text
changes Awmitad Changs 0 Choosa
depending on ﬂ Taat Tasis @ e Du— P —
which group of
Setup Wizards is
displayed. m"‘" B Fioe e || | T st el ﬁ |
Click a Setup ﬁ ipen . Thpbasan ﬂ (et T 1) @mm
Wizard buttonto — 1
start the Setup -
Wizard for that O rem, | W et || e | g R
Action.
. Tosiban et ﬁ'“‘".l i ﬂr_r—t
ek WiIndeEE
Lsusie RS
Online Help
instructions. Foa laip, pas 11

Figure 3: Click a button in the Setup Wizards tab to be guided
through the process of creating, editing, and deleting
Actions.



The My Keyboard Tab

When you click theMy Keyboard tab, you see a diagram of your keyboard
along with a tabbed Action Sets pane. Raised keys in the Keyboard Layout
pane indicate the keys that QuicKeys is currently using as triggers. Click a
raised key to display the Action it triggers in the right side of the window.

Keys that are raised are assigned
to existing Actions. F4 is one of __
the raised keys in this illustration.

The Action Sets
pane displays all
of your Actions.

Actions that use that key.
| & Graknrd tﬂﬁ_

e Hep
| &3] @ QuicKeys

You can use the
Options dialog
discussed on
page 39 to selecta "y
different Keyboard
Layout that more
closely matches
your keyboard.

There is a different
tab for each Action
Scope. See page 28

The Action(s) that use the
selected keyboard key.

The selected key displays in
the right-most pane of the My
Keyboard tab along with any

[ By W whoman

=i |

3L e dechorm |

Modifier keys
used in
combination
with the
selected key.
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Figure 4: Use the My Keyboard tab to assign hot key triggers to your
Actions. The standard keyboard layout is shown here, but
you can also specify a laptop keyboard layout. See
page 39 for more information.

QuicKeys Overview
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Drag and drop Actions from the Action Sets pane
to one of the Keyboard Layout buttons to assign ol
reassign a hot key. When you release the mouse
the menu shown in Figure 5 appears. Use the
menu to choose modifier key(s) that will be
pressed simultaneously with the selected
Keyboard Layout key.

For example, if you drag a Type Text Action from
the Universal tab to the F8 key, the menu shown ir
Figure 5 displays. If you seleftone), F8 will

trigger the Type Text Action. If you select
Ctrl+Alt+Shift, you must press Ctrl+Alt+Shift+F8 to

[Mane]

Chil
Shift
Al
Win

Chrl + Alt
Ctrl + Shift
Chrl + 'win
Alt + Shift
Alt+Win
Shift + in

Ctrl + &It + Shift
Ctrl + &t +in
Ctrl + Shift + Wi
Alt + Shift +'in

Ctrl + &lt + Shift + /in

trigger the Type Text Action.

OYou can also access the modifier key menu by

Figure 5: The modifier

menu

right-clicking an Action listed in the far right pane of tieKeyboard tab and

selecting theModifiers option.

Right-click an Action in the Action Sets pane to cut, copy, paste, delete,
select, change the view, or display advanced options or properties of the
selected Action. See Figure 6 for an illustration of this context menu.
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Figure 6: Right-click an Action in the Action Sets pane of the My Keyhoard tab to

display the context menu.



Right-click the Actions listed in the far right
pane tdelete, display theProperties, Advanced | g5 =1=

. [ gt
options, clear the selected hot key, or seleq g o fusss
o : B oooe T
Modifiers for the selected Action. By eyl T
(L5 L] Tared Trigges
Figure 7: Right-click an
The My Toolbars Tab Acﬂon in thef fﬁr
. right pane of the
When you click thavy Toolbars tab, you can M?, Keﬁ’,board tab to
see a list of all your toolbars. Toolbars are gqlserrillgy the above

graphical representations of specific tasks on
the computer. Most programs provide
toolbars that perform a specific function, such as printing, when you click
the Print icon. QuicKeys toolbars are different, however, begause

specify the appearance and functionality of the toolbar.

Toolbars are a valuable asset if you have created several QuicKeys Actions.
They provide a quick and easy way of triggering your Actions. You don't
have to remember a hot key and you don't have to fill up your QuicKeys
menu if you use toolbars to trigger at least some of your Actions. Another
benefit of using QuicKeys toolbars is the easy access you have to QuicKeys
Actions and QuicKeys toolbars Action menus. These types of buttons
prevent you from having to open the QuicKeys Editor whenever you want
to choose a QuicKeys Action.

QuicKeys Overview
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When you click the toolbar name in tMgToolbars tab of the QuicKeys
Editor, all the Actions that reside on that toolbar display in the right side of

the window.

Click a column heading to
choose how your toolbars are
sorted. For example, when you
click the Toolbar Name header,
the listed toolbars are
arranged alphabetically by
name.
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When you select a toolbar in the My
Toolbars tab, the buttons placed on
that toolbar display in the Toolbar

Buttons pane.
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Figure 8: Use the My Toolbars tab to create, edit, and delete
QuicKeys toolbars.

» Right-click a toolbar in th#ly Toolbars tab to create a new toolbar, create
anew toolbar button, display the Toolbar Button Wizard, hide the toolbar,
delete the toolbar, or display the toolbar’s properties.

» Right-click in the Toolbar Buttons pane to create a new button, display
the Toolbar Button Wizard, or delete the selected toolbar button.

« Double-click a toolbar to display the toolbar’s Action Properties dialog.

« See Chapter 4, “QuicKeys Toolbars” on page 47 for more detailed
information about toolbars.



The My Actions Tab

When you click theMy Actions tab, all of your Actions display in the default
Details view. This tab is useful when you want to view and edit all the Actions
you created from a single window.

If an Action is available in the
QuicKeys menu, the menu icon
in the Triggers column is bolded.

Click a column heading to If a timed trigger is set up for an

choose how you want your list of Action, the timer icon appears

QuicKeys Actions sorted. bolded.
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s BH Dmde Y Hap
There is a
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different tab for
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Figure 9: Use the My Actions tab to view, create, or edit your
Actions.

» Double-click an Action in th#fly Actions tab to display a Setup Wizard or
an Action Properties dialog where you can edit the Action.

* Right-click an Action t@ut, Copy, Delete, Select, Change the view, or display
the Properties of the selected Action.

« Drag-and-drop an Action from one tab to another to edit the Action scope.

QuicKeys Overview
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Sequence Editor

You can open the Sequence Editor by sele@éngaence in theCreate menu.

The Sequence Editor enables you to consolidate Actions into a more
advancedequenceso it’s likely you may not choose to use the Sequence
Editor until you are comfortable creating QuicKeys ActionSeuence

a collection of Actions that completes a multi-step task. For example, you
can create a Sequence that launches your E-mail application, types your user
name and password, and cligisin the appropriate dialog. The Sequence
would contain four separate Actions that are individually only capable of
completing a single task until they are combined into a Sequence.

Add steps to your Sequence Specify conditional branching
using the options in the for each step of the
Create menu. Sequence. See page 190 for

more information.
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not execute ) e
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Sequence is having I rwhde i it s v
difficulty.
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Figure 10: Use the Sequence Editor to modify your Sequences.
See Chapter 12, “Building Multi-Step Actions” for more
information on Sequences.

Chapter 3



The Sequence Editor allows you to edit each step of a Sequence. There are
three different methods for opening the Sequence Editor:

* Record a Sequence and it appears automatically. See page 188 for more
information on recording.

» SelectSequence in theCreate menu.
» Double-click a Sequence listed in titgActions tab.

QuicKeys Engine

The QuicKeys Engine is a background program that is necessary for the
QuicKeys Editor to function. Most of the time you don’t need to pay any
attention to the Engine because it's started whenever you turn on your
computer. However, if you ever turn off the QuicKeys Engine, it's important
to know how to turn it back on because your Actions won't work without it.

When you install QuicKeys, a shortcut to the QuicKeys Engine is placed in
the Startup Items folder. The only time you may need to exit the QuicKeys
Engine is when you install new programs that require you exit all programs.
In such a situation, you can right-click the QuicKeys icon located on the
taskbar and chooggit to quit the Engine. Use one of the following methods
to restart the Engine:

* Restart your computer
» Select QuicKeys from the Programs menu in the Winditartsmenu

QuicKeys Overview
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QuicKeys Plug-ins

A plug-inis a Dk s Pl Ui sgnd

software component [~ o= |
that adds § e

functionality to B S Todks e
QuicKeys. There are |- [ cxmmeee e
several plug-ins o

available in B S ke oy

QuicKeys. Each

plug-in can be turned

on or off individually

and third party

pluQ‘mS can _ea5|ly be Figure 11: You can manage QuicKeys Plug-ins from the
added to QuicKeys Plug-in Manager window. When you click the

; ; + icon to expand a plug-in, you can see the
due _to its flexible Actions that are included in that plug-in.
architecture.

If you want more

information about turning plug-ins on or off, see page 34. If you are
interested in extending the power of QuicKeys by creating your own plug-
ins, visit CE Software’s Web site latp://www.cesoft.com/.

QuicKeys Menu

Chapter 3

By default, a QuicKeys icon displays in your taskbar after installation.
When you right-click that icon, the QuicKeys menu appears. In the
QuicKeys menu you can:

» Trigger QuicKeys Actions Create toolbars

» Start/Stop recording a ¢ Open the QuicKeys About
Sequence box
* Open toolbars » Open the QuicKeys Editor
» Exit QuicKeys * Abort the playback of a
sequence



Adding Actions

You can add Actions to the QuicKeys menu by selectingnthe in

QuicKeys menu check box in the Setup Wizard or in the General tab of the
Action Properties dialog. The hot keys assigned to each Action also appear
in the QuicKeys menu unless you have cleared the opti@howdot keys in
QuicKeys menu in the Options dialog. See page 39 for more information.

Click the submenu ddobe ProteckopSl AlslWed L Actions created with
arrow to View Or Create— st g #u I —QuicKeys
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QuicKeys Editor Pass w412 playback of a

Plar M Fr Sequence, “Start

s Compuied Fhii + &b+ ol = R Recording” to record a
This option closes Show DhicNstemecs Cad Shil = O = Space new Sequence, or
the QuicKeys Editor Ha [waFl “Stop Recording” to
and the QuicKeys Teiaiie Ehfi + b+ 0ol o] —— stop recording a new
Engine. I . Sequence.
Displays the QuicKeys | Right-click the
About box, where you it Foasig J QuicKeys icon to
can browse registration display the QuicKeys
and system | e Gmicagn Eiiten menu.
information, CE Exlt Dok
Software credits, and
relevant Web sites. e & 1WAl

Figure 12: The QuicKeys menu in the
Windows taskbar

If the QuicKeys icon or QuicKeys hot keys are not displayed in your taskbar,
check to make sure tiS&ow icon in taskbar andShow hot keys in QuicKeys menu
options are selected. You can view these items by sel@ptiogs from the
QuicKeys Editowiew menu.

Using QuicKeys
There are two rudimentary steps involved in using the QuicKeys program:
setting up Actions or Sequences and triggering Actions. This section
provides general information about this process. For information on specific
Actions, see the corresponding chapter in this manual. For example,
Chapter 12 discusses “Building Multi-Step Actions” in detail.

QuicKeys Overview



The process of setting up QuicKeys looks something like this:

Setting Up Actions

¢ Click a Setup Wizard button _
in the Setup Wizards tab Q QuicKeys

Controller

¢ Set the options you want to v
use in the Setup Wizard.
Make sure you set the
trigger (such as a hot key) Y 3 e
you want to use to activate {
the Action. [ R - ==e s

* Click Finish when you reach [ F i
the end of the Setup Wizard. e =] R
Your Actionis saved as soon
as you click the Finish B |
button.

Triggering Actions

¢ Select the trigger you
specified to activate the

T |

]

|

|

|
Action. QuicKeys should v
react to the trigger and
complete the task
immediately.

Creating QuicKeys Actions

When you create a QuicKeys Action, you can use the Setup Wizard (shown
in Figure 13) or the Action Properties dialog (shown in Figure 14) to specify
how the Action behaves. The Setup Wizard is used by default because it
prompts you for information in a step-by-step fashion. If you are a more
advanced user, you can turn off the Setup Wizard in the Options dialog and
instead use the Action Properties dialog. The Action Properties dialog
presents all the setup options for an Action in a single dialog. See page 27
for more information.

Whichever method you use to create QuicKeys Actions is completely
dependent upon your comfort level with QuicKeys.

Chapter 3



Using the Setup Wizard

When you begin using g —
QuicKeys, you will

probably use the Setup ot Launchar I
. . . T & samirols:
Wizard because it provides R
the most basic method for it SRR
- N i (bl e

creating QuicKeys. You
simply click an Action
button in theSetup Wizards
tab and a series of wizard =~ |@ueeReys|
dialogs guide you through

the process of setting up or e
editing a QuicKeys Action. -

Figure 13: The Introduction page of the Setup
Wizard appears when you click a button

Using the Action in the Setup Wizards tab.
Properties Dialog

e Y OU AT 0T e -
comfortable with G| i | A | T T

QuicKeys and you

want to use a more R o L g e e 0
direct approach to Bollag [~ - Lvs o b by
create and edit | R

Actions, you can use
the Action Properties o 4

dialog. Action s P

Properties are the

options you specify

for each QuicKeys N
Action you have

created. The Action Figure 14: The Action Properties dialog for the Web
- Launcher Action appears when you select
Properties are Web Launcher from the Internet Tools submenu

presented to you item- in the Create menu.

by-item when you use

the Setup Wizard to create Actions; however, all the Action Properties are
presented in a single dialog when you use this more advanced method of
creating and editing QuicKeys Actions.

T S daleg i aperg AL
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General—Supply the
name of the Action and

the hot key that triggers it~ tes Fe i i e rense
in this tab. You can also ~ #% ' Dot
select thenclude in AR

QuicKeys menu check box
; ; ; Figure 15: The General tab is located at the top of
to list the Action in the the Action Properties dialog shown in

QuicKeys menu or click Figure 14.
theClear hot key button to

clear the contents of the

hot key field.

0 You must use thelear hot key button to clear the hot key field because the
Delete and Backspace keys cannot delete a hot key.

Fomwn | Tk | Acior Ecages | Tird Tagoss |

Toolbars—Click the Gasssl oo || ok Secoges | Trseed Trages |
Toolbars Tab to select the
toolbar in which you want
this Action displayed.

T meien

Figure 16: The Toolbars tab is located at the top of
the Action Properties dialog shown in

Figure 14.
ACtlon Scope_specrry Generall Toolbarz Action Scope |TimedTnggers|
the range of operation for
the Action. In other Seope: [urivasa =l
words, choose whether E‘
the Action works at any Harusie Fof
time, or whether it can
only be triggered from the Figure 17: The Action Scope tab is located at the

top of the Action Properties dialog

desktop, from a specific he A
shown in Figure 14.

program, or from a
particular hardware
profile.



When you trigger a _
QuicKeys Action, Fooa s
QuicKeys examines the

Action Scope you setin l

order to determine

whether or not it should Desktop Program-specific
. . . Scope Scope

trigger the Action. This

decision process is ¢

illustrated in Figure 18.

There is no limit on the Hardware Profile Scope

number of Action
scopes you can specify. ¢
but if you have a set of
Actions for each
program you use, you
may have too many tabs Figure 18: This diagram illustrates Action Scope

Universal Scope

i i priority from the most specific Scope
for the QUICKeYS Editor selection to the least specific Action
to display. If this Scope option.

happens, small arrows

appear on the right side

of the QuicKeys Editor. Click the arrows to scroll through the list of Action
Scope tabs.

To delete a particular Action Scope tab, delete or reassign the scope for each
of the Actions in that tab. Then, close and restart the QuicKeys Editor. When
the QuicKeys Editor displays, the Action Scope tab you chose is no longer
displayed.
eUniversal: Universal is selected by default for each Action you create. Use
Universal when you want to be able to trigger the Action at any time,

regardless of what program you are in or whether or not the desktop is
active.

O0Buttons on toolbars amwaysUniversal in scope.

*Desktop Selectesktop when you only need to trigger the Action from
the desktop. This option is useful for your toolbars. When toolbars are
assignedesktop scope, they appear whenever the desktop is active.

QuicKeys Overview
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*Program: When you seledtrogram, aProgram drop-down list appears
where you can choose the program in which you want to use the Action.
Click theBrowse button and navigate to the program you want to use if the
program is not listed in the drop-down list. This scope option is useful if
you have several Actions you only need to use within a program, such as
Microsoft Access.

*Hardware Profile: A hardware profile is a set of instructions specified
within your operating system that tell your computer which devices to
start when you turn on your computer. In other words, hardware profiles
enable you to categorize QuicKeys Actions under different hardware
identities.

For example, you can set up #isekey as the QuicKeys hot key that tells
your portable computer to switchStandby mode when your computer is
using abDocked Hardware Profile. Additionally, you can use Hikey
within theuUndocked Hardware Profile scope to shut down your computer
when your computer is undocked. The same hot key works differently
depending upon the “state” of your computer.

Timed Triggers— | Tostowt | Bckion Boages T T |
Choose a specific time

you want the Actionto be =~ " AR
triggered. By default, 4 M) I
there is no timed trigger = " [rans =

selected.
Figure 19: The Timed Triggers tab is located at the

top of the Action Properties dialog
shown in Figure 14.
Actlon-SpeC|f|c . SR
Properties—The Action e [T |

Properties dialog T r———

contains arAction-specific I §hows daog befies asering UL

properties pane that is

unique for each Figure 20: The Action-specific properties pane for
QuicKeys Action. the Web Launcher Action.



Triggering Actions

QuicKeys provides a variety of ways to trigger Actions so you can use the

methods that make sense to you. QuicKeys makes customizing the way you

work easy.
You can use any or all O | |
the following triggers Boreid | Tk | A o] T Teggit|
for each QuicKeys
- [fum o
Action:
ke [£1 -5 -0 oy
* Hot key—The key(s) I~ irehce e fhackays s
on the keyboard used
to trigger your T
QuicKeys Actions.
« Toolbars—The oo e R
collection of Thch Nt
QuicKeys buttons o i
that enabl_e you to TR —
simply point and Dbt e
click to open files or e A mainydod
folders, trigger Quicieys ™ Place o Dok s e
Actions, or display — L i
QuicKeys Action
menus. ok [ mewr | cowd | e |
» Timed triggers— Figure 21: You can set your triggers in the various
The specific tabs of the Action Properties dialog or in

I : the Triggers page of the Setup Wizard.
date/time, time of

day, or repeating
interval when
QuicKeys Actions are automatically triggered.

* QuicKeys menu—The menu that appears when you right-click the

QuicKeys icon in the taskbar. Trigger Actions by selecting them from the

QuicKeys menu.

» Shortcut on desktop—Drag-and-drop an
Action to the desktop or Start menu to create ¢ [z
Windows shortcut to the Action. This option is g
useful for Actions you use frequently. See

Figure 22: A Windows

Figure 22 for an illustration of a desktop shortcut to a
shortcut. QuicKeys
Sequence

QuicKeys Overview
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Managing QuicKeys

Chapter 3

This section discusses standard procedures, such as printing and saving
QuicKeys Actions. It also provides information on turning individual
Actions on and off, resolving hot key conflicts, and importing/exporting
Actions.

Printing Actions

If you want to print a list of your Actions, select

Print from theFile menu. The same Action list is Start Recording
printed regardless of which QuicKeys Editor tab is = imgst.

in the foreground. The following information is Evpor seector.
printed: Bindeup.

Exit

» Action names

» Action descriptions

» Hot keys assigned to Actions
» Whether or not Actions are displayed in the QuicKeys menu.

Saving Actions

Your Actions are automatically saved whenever you ¢lidh in the Setup
Wizard or clickoK in the Action Properties dialog. However, if you create a
Sequence, you are prompted to save your changes to the Sequence.



Clearing Hot Keys

When you no longer o | Tombuss | con Ecapes | Tived Taggms |
want a hot key assigned T
to an Action, click the S ——————

! Jott = Ol e im
Clear hot key button in the - e A DR S
Action Properties tab.

The_re ISa SEp_arate_ Figure 23: This graphic shows the upper half of the
Action Properties dialog Action Properties dialog where the Clear hot
; key button is located. To open the Action
for ?aCh QUICKeyS Properties dialog for editing, double-click
Action. the Action you want to edit in the My Actions
tab.

Do nottry to clear your
hot keys with the Delete

or Backspace keys because QuicKeys will begin to use those keys as

triggers.

QuicKeys Overview



Disabling/Enabling Actions

If you find that you do not have a need for some of the Actions installed with
QuicKeys, you can turn those Actions off so they no longer display in the
QuicKeys Editor. For example, if you use a PC that does not have a sound
card and if you don’t use your CD-ROM drive for audio CDs, you probably
don’'t need any of the multimedia Actions, such as CD/DVD or Set Audio
\Volume.

To enable/disable Actions:

1 Select Plug-ins from the View menu.

2 In the QuicKeys Plug-in Manager dialog, click the + and - icons to expand and
contract the various Action categories.

——= | T Tk ]

= [ Gtere Tiud Q
P Senarce Tos A

plug-ins | |% [ et Test BT |

= [ iroeeva Tox fimatte |

Actions S

Figure 24: Use the QuicKeys Plug-in Manager to enable
or disable plug-ins and Actions.

3 Select the Actions or Action categories you no longer wish to view and click the
Disable button.

4 Click Close when you are finished.

5 Look at the My Actions tab of the QuicKeys Editor. The Actions you cleared in
the Plug-in Manager are no longer displayed.

Chapter 3



Resolving Hot Key Conflicts

Hot key conflicts occur when a hot key in one Action Set conflicts with a hot
key in another set or a hot key that is built into another program. For
example, let's say the F5 hot key is assigned to two Actions. One hot key
opens Photoshop and is universal in scope. The other hot key changes the
layout of a document and can only be triggered in a specific database
program. What happens when you press F5?

QuicKeys follows rules of priority to resolve hot key conflicts. When the
same hot key is used for several different tasks, the resulting Action depends
upon where the hot key falls in the following hierarchy:

A. Program-specific hot keys
B. Universal hot keys
C. Hot keys defined by a particular program

Applying this information to the above example, if the database program is
open, F5 formats a database document. If the database progatrthes
active program, F5 starts Photoshop.

If you don’t want to change assigned hot keys to avoid these conflicts, you
can either use the QuicKeys Controller to turn your hot keys on/off for a
brief period of time, or you can substitute QuicKeys hot keys for the hot keys
that are built into the programs you use.

Enable/Disable Hot Keys

If hot key conflicts only occur in programs you use very infrequently, the
best way to avoid them is to turn your QuicKeys hot keys on and off using
the QuicKeys Controller Action. This feature enables you to briefly disable
a QuicKeys hot key while you work in a program that uses conflicting hot
keys. When you are finished working in the program, you can turn QuicKeys
hot keys back on.

For example, you may want to disable QuicKeys hot keys while working in
Microsoft® Excel " if Excel uses Ctrl+1 to insert cells, but you have directed
QuicKeys to use Ctrl+l to change selected text to italics.

QuicKeys Overview



The easiest way to enable or disable & & & & = & & 5= #- = a

hot keys is by using the QuicKeys A
Controller Action Menu button that ey e

. 1 e i B
was automatically placed on your e

QuicKeys toolbar when you installed — T2iee.

QuicKeys. However, if you edited the —====

toolbar and that button is no longer  Figure 25: Yog can diSfablet?]ot keys
. . and tumers trom the

available to you, use the following QuicKeys Controller

instructions to set up this Action. Action Menu located on
your QuicKeys toolbar.

To turn QuicKeys hot keys on and
off using the Setup Wizard:

1 Start QuicKeys. Qoo Sotig Wt |
2 Select the Setup Wizards tab.
3 Click the QuicKeys Controller chswtios cormaer :mr T,

button.

4 Read the introduction page

i o | sk Fiicd
and click Next. renlmiion

7 G (i P e Cacd

5 Select Create a new Action Sl gl of el
and click Next. 7 al meccing sk
6 Select Set status of QuicKeys QuicKeys| 0

and click Next.
7  Select Toggle status and click
Next. ek | s e

8 A name is automatically
assigned to the Action. You
can use the assigned Action name or type a different one.

9 Select the Assign hot key check box and click Next.
10 Click in the Hot key box and press the F11 key.

11 Click Next.

12 Click Finish.

Now simply press F11 to turn QuicKeys hot keys on and off.

Chapter 3



Reassigning Built-in Program Hot Keys

If hot key conflicts occur in programs you use on a daily basis, you need to
change either the hot keys QuicKeys assigned or the hot keys (or shortcuts)
your programs use. You can change your QuicKeys hot keys simply by
going through the QuicKeys Setup Wizard and pressing a different hot key
when you see the wizard page with the Hot key field. To change your
built-in program hot keys, you can use the Type Keystroke Action. For
information on using the Type Keystroke Action, see page 137.

Importing Action Sets

You can import Action Sets when you receive QuicKeys Action Sets from
other QuicKeys users or when you want to use some of the Action sets
installed with QuicKeys. When you import Actions, you import all the
attributes originally assigned to the particular Actions. For example, you
import the triggers, icons, and scope selections for the Actions.

To import your Action Set:

Select Import from the File menu.

Navigate to the location of the Quickeys Action Set you want to import and
select the file with the .gkx extension.

Click Open. The Action Set is immediately imported into your collection of
QuicKeys Actions. Look in the My Actions tab to view them.

OYou can also double-click a .gkx file to import it into your collection of

QuicKeys Actions.

Importing Sample Files

QuicKeys installs a Sample Files directory that contains several sample
toolbars, Sequences and other helpful QuicKeys files. There is a ReadMe
file in the Samples directory that you should read for information about the
sample files. When you choose tingort option from the QuicKeys Editor

File menu, navigate to the Program Files\CE Software\QuicKeys\Sample
Files directory. You can choose a file from the samples provided or navigate
to a different directory to import your custom files.

QuicKeys Overview
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Importing Duplicate Hot Keys

If you import QuicKeys Actions that ez ]
use hot keys that are already aSSIgNEC fims sstus s smg eiusne v

ek o aimady arogred Slerd hom e Bt
]

to existing Actions, the dialog in T T T
Figure 26 appears. £ ST e

T e ok s scig st bt baspd
Import new Actions without hot ™ Do gt et
key assignment—Unassigns hot =]

keys for imported Actions that use
existing hot key triggers. Imported  Figure 26: The QuicKﬁys Imp_ozi dialog
Actions that danot use existing hot appears whien Quickeys

_ : _ notices duplicate hot keys
keys retain their hot key trigger after as it imports new Actions.
import.

Import new Actions and unassign

existing hot key triggers—Unassigns existing hot keys so imported hot
keys can use them. All imported Actions retain their hot keys, while Actions
that already exist in thidy Actions tab are stripped of their hot key
assignments.

Cancel the import of new Actions—Stops the import of new Actions.

Exporting Action Sets

You can export Action Sets when you want to share your QuicKeys Actions
with other QuicKeys users or when you want to back up your Actions. When
the Setup Wizard tab is displayed, you can exgibaf your QuicKeys

Actions. If any of the other tabs are displayed, aellectedictions are
exported. When you export Actions, all attributes are exported. These
attributes include the triggers, icons, and scope assignments for the Actions
being exported.

To export your Action Set:

Select the Actions you want to export.
Select Export or Export Selection from the File menu.

Choose where you want to save the exported file and click Save. Your Action
Set is saved to the location you specified.



Customizing QuicKeys

There are several different ways to customize QuicKeys. For example, you
can choose whether or not the introduction page appears in the Setup Wizard
and what type of view you use in tMeActions tab. You can also resize a
QuicKeys Floating toolbar by clicking a corner of the toolbar and dragging

it so it appears as a single, double, or triple-column toolbar. It's completely
up to you.

Setting QuicKeys Options

You can customize what you see when you run QuicKeys iopties
dialog. Clickoptions in the QuicKey%iew menu to view the Options dialog.
You choices include:

Keyboard Layout—Choose the keyboard

layout that is similar to the keyboard you

use. You can choose between a standard O gutmetnes

laptop layout. feianniie RS

= Shoeiars B sbis

Show icon in taskbar—Displays the

. . . 7 Shes boitam m Dt s nem
QuicKeys icon in your taskbar, so you can B i s ot ke
right-click the icon to start the QuicKeys 7 s e St Wi s acirg

. . . . I+ Shma o Ha R
Editor. You may want to disable this option = 2 /=2t E
if your taskbar is crowded and you use hot
keys, toolbars, or timed triggers to rather =R
than the QuicKeys Menu.

Show hot keys in QuicKeys Mena-Displays the hot keys assigned to your
Actions in the QuicKeys men@how Icon in taskbar must be selected for this
option to function. You may want to disable this option if you only want the
Action names to display.

QuicKeys Overview
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Show Setup Wizard T p——
introduction page—Displays the Chargs Potior]
introduction page in the Setup

Wizards whenever you create or |

modify an Action from th&etup

Wizards tab. When you become |

familiar with what each Action "
does, you may want to disable this = ———=-= ' s
option to go through the Setup o] aees | |

Wizard more quickly.
) Figure 27: The introduction page of the
Always use Setup Wizards for Setup Wizard.

editing—Displays a Setup Wizard

each time you modify an Action. When this check box is cleared and you
attempt to modify an Action from thdy Actions tab, the Action Properties
dialog appears rather than a Setup Wizard. Clear this option if you are an
advanced QuicKeys user and you do not want to use wizards.

“ ik i s et o B dedomn

G Wl e s ] T e vl
bl

© i o s mod s B G i P
=

Show sequence recording toolbar
Displays a QuicKeys recording toolbar after
you select th&tart Recording option so you can
control recording with a click of your mouse. pPause —
Stop Cancel

Show sequence playback toolbarDisplays

. Current —
a playback toolbar when you are running a sequence i x|
Sequence so you can control the playback of d° ~ —=1|==

QuicKeys Sequence with a click of your
mouse. Pause —J1 L—Cancel




Resizing Toolbars

You can resize toolbars by clicking on a corner of the toolbar and dragging
it until it appears as a long, single-row toolbar or a short, multi-row toolbar.

r'-'1_'..' Firzt Taoalbar

Cuickeps Manual

Q- (5~ &~ ABE DGR Al

7 B ot
922

Figure 28: You can resize toolbars to whatever dimensions you prefer.

Sorting Information

You can choose how you want to sort information in the different QuicKeys
dialogs by clicking a column header.

Changing Views in the My Actions Tab

You can view theMy Actions tab in any of the views available in t¥iew
menu. You can choose from the following views:

» Large Icons * Small Icons

e List ¢ Details

Using Online Help

You can access QuicKeys Help from tieép menu, by pressingf, or by

clicking theHelp button. The Help system allows you to browse or search
topics using the Contents, Index, or Find tabs. Use the Contents and Index
tabs as you would use the table of contents or index in a standard manual.
Use the Find tab as you would use the Find feature in a standard software
product.

The Help system installed with QuicKeys is different than the printed
manual in that it is written to answer specific questions you may have as you
use the QuicKeys software. In contrast, this printed manual is written to
teach you about QuicKeys using detailed explanations and examples.

QuicKeys Overview
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Your First Action

Chapter 3
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10
11

By now you've probably completed the QuickStart Wizard, so you have
already created some Actions. However, this section takes you through your
first Action from beginning to end just as you would set up Actaitfsout

the QuickStart Wizard.

In the following instructions, you create an Action that opens Notepad with
a hot key.

How to Set Up and Use a QuicKeys Action

Right-click the QuicKeys menu in the taskbar and select Open QuicKeys Editor.

In the Setup Wizards tab, e
select the Open button.

Read the introduction page Tio Bt g w3 P Frt
and click Next. Ta s

In the Setup Wizard, select il ol mirreg

Create a new Action and click [y

Next.

Select Program and click

Next. N

Select Notepad from the ﬂ ™ ot oo imand rvacdicion paged
program list and click Next.

Type a name for the new [[omr | cued | e |
Action if you do not want to

use the default name, Figure 29: The wizard introduction page appears
Notepad whenever you attempt to create or
' . edit an Action. If you do not want the
Select the Assign hot key box introduction page to display for any of
and click Next. your Actions, clear the
. “Show...introduction page” check box
Press the F7 key and click discussed on page 40.

Next.
Click Finish.

Press F7. The Notepad program should start. Remember this hot key trigger so
you can use it whenever you want to open Notepad. See “Triggering Actions”
on page 31 for more information on hot keys and other triggers.



w N

Setting Up Multiple Actions
If you don’t want to go through the Setup Wizard 5 times for 5 different
Actions, you can create all 5 Actions simultaneously usingrtate/edit

multiple Actions option. TheCreate/edit multiple Actions option is available for the
following Actions:

Advanced Text Tools
Change Folder
Instant E-mail
QuicKeys Clipbook
Screen Settings
Type Date/Time
Dial-Up Networking

CD/DVD

Choose Printer
Open

QuicKeys Controller
Set Audio Volume

Windows Specials

To create multiple Actions simultaneously:

Select an Action in the Setup Wizards tab that offers the Create/edit multiple Actions

option.
Read the Introduction page and click Next.
Select Create/edit multiple Actions and click Next.

Read the Multiple Action Introduction page and click Next.

QuicKeys Overview



5 Select the check box for each Action you wish to create.

Click in the Menu
column to toggle the

Click in the Hot key selection of whether or
column and press the not to include the Action
hot key you want to use in the QuicKeys menu.
to trigger the selected
Action.
it brpe
Hs I Hat by [ ebars |
wr U prleymwer o 0 el i b e bl b, r
o pan Chpbaok Bclicn ipciclh i o g i
T
Paais T wiosad fesw [ ool s e ol e ]
o Pipds "l Paopeviess™ . 20« [ = F1 ] S
Click the Clear hot key
button to delete your hot
key selection in the Hot key et by

column. "imiru?-:hr:i ek o pach et pous et

e e
= ' ¥ nh@llh';.mimmm i i i e Dol By N

ek [ P | e | b |

Figure 30: This dialog appears when you click
“Create/edit Multiple Actions” in the
Setup Wizard.

6 Choose whether you want to trigger the Actions using hot keys or the QuicKeys
menu. If you want to use a hot key, position your cursor in the Hot key column
and press a hot key. If you want to use the QuicKeys Menu, click the Menu
column.

Deleting Multiple Actions

You can delete multiple Actions simultaneously from the QuicKeys Editor
My Actions tab. Just Ctrl+click the Actions you want to delete and then right-
click the selected Actions. Sel®etete from the context menu that appears.

Using the QuickReference Card

The QuickReference Card is a dialog that displays all your QuicKeys
Actions and corresponding hot keys. Its main purpose is to jog your memory
if you forget which hot key performs which Action. You can launch Actions
by clicking them in the QuickReference Card, or you can simply use the
QuickReference Card to view the Actions and hot keys you have created.

Chapter 3



An Action that. e —

opens the

QuickReference L -
Card is PENRSTR

automatically pandaeertodgi

created when you (& e

install QuicKeys. e P

By default, the hot = dwh

key that triggers ittt

this Action is o

Shift+Ctrl+Enter. s

Since the bap Dmmrmrnt s ks =
QuickReference = _ .

Card is, by Figure 31: yggrtﬁgt(lgg;/cslfReference Card to help remember

default, Universal
in scope, it can be
viewed whenever you choose to trigger it.

Exiting QuicKeys
When you want to close the QuicKeys Editor, simply click the QuicKeys
Editor close box or selekEtit from theFile menu. However, if you selegtit
QuicKeys from theQuicKeysmenu, the QuicKeys Engine is turned off. To
turn it back on again, you must click the Windows Start menu and select
QuicKeys from the Programs submenu.

Sk P L 18- 41 |
P——— o o o [
a—_ LI 2F]
i B iy | i1 1 i
o g b Bl o el B ey

| e
|
_!.ﬂ o [ e vim e |::1—--|—|-__.|ﬁn-n—u- [rers rud:i i

Figure 32: By default, you can exit the QuicKeys program from the Windows
taskbar. The QuicKeys menu is located in the status area, or tray, of
the taskbar.
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Chapter 4:
QuicKeys Toolbars

Toolbars are graphical representations of specific tasks on the computer. For
example, most programs contain toolbars that allow you to cut, copy, and
paste selected items just by clicking the corresponding icons. Similarly,
QuicKeys offers toolbars that allow you to start Quickeys Actions by
clicking a QuicKeys toolbar button. Using toolbars is beneficial if you want
quick and convenient access to specific Actions without having to remember
the hot key that triggers it. In fact you can platteof your QuicKeys

Actions on toolbars if you are visually-oriented. You can even choose to
Auto hide your toolbars to preserve space on your screen. And, if you find
the program toolbars you use on a daily basis a bit limited in their
functionality, supplement your program toolbars with QuicKeys toolbars.
The way you set up and use your QuicKeys toolbars is completely
dependent upon you and the way you work.

QuicKeys toolbars have two components: the toolbar itself and the buttons
on the toolbar. The Toolbar Setup Wizard guides you through creating both
components, so setting up your toolbars is relatively easy.

Toolbar Styles
There are three toolbar styles available for QuicKeys toolbars:
* Click-N-Go
» Dockable
* Floating

This section discusses each toolbar style and provides examples of when to
use one style over another.

ecccee
~
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Click-N-Go
A Click-N-Go toolbar closes

immediately after you click a Q‘ - 5~ @' g%‘
button on it. This type of toolbar |5+ g~ eif E a @v

Is useful if you want to preserve
screen real estate. For example, ifFigure 33: The Click-N-Go toolbar

you don’t want to remember disappears as soon as you

which Action starts one of the 15

programs installed on your computer, you can create a Click-N-Go toolbar
that enables you to start each of these programs by clicking the appropriate
program button on the toolbar. All you have to remember is the hot key that
opens the Click-N-Go toolbar or select the toolbar from the QuicKeys menu.
You can then click the appropriate program icon on the toolbar, and watch
as the toolbar disappears just as the selected program opens.

Dockable

A Dockable toolbar attaches to an entire side of your screen. This type of
toolbar is useful when you want to keep your toolbar in the same position
whenever you start a specific program. For example, if you have several
Actions for Microsoft Word, you can place them on a program-specific,
Dockable toolbar so they are accessible whenever Microsoft Word is open.
See page 28 for more information on Action scope, or making Actions
program-specific.

¢ F Y SIAc worIAD

| Startl“ ﬁ (] | I@ HuicKeys Editor @CD Player

Figure 34: This Dockable toolbar is anchored to the same side of the screen that

contains the taskbar. You can drag the Dockable toolbar to any side of your
screen.

Auto hide

You can choose to hide Dockable toolbars by selectinguttgide check

box in the Toolbars Setup Wizard or Action Properties dialog. When Auto
hide is selected, the Dockable toolbar is hidden from view until your cursor
is placed near the side of the screen where the toolbar is located.



Each side of your screen suppateDockable toolbar that uses the Auto
hide feature. By default, Dockable toolbars dock to the top of your screen.
Consequently, if you try to create a second Dockable/Auto hide toolbar
without moving your first Dockable/Auto hide toolbar to a different side of
your screen, you get the error message shown in Figure 35

!E # ool ey Secden on P oo o g roeen. T e cEn heve oy oes ulichais oalbha pen i
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Figure 35: This error displays when you attempt to dock more
than one Auto hide Dockable toolbar on the same
side of your screen.

Moving Dockable Toolbars

You can drag Dockable toolbars from one side of your screen to another to
move them. If you drag Dockable toolbars away from the side of the screen,
they become Floating toolbars.

Floating

A Floating toolbar can be moved
anywhere on your screen. This type Q‘ g E,

of toolbar is useful when your project
requires working in several different @' Qgﬁ'
programs simultaneously. The benefit 5~ .y~ &~ E

of using a Floating toolbar in this a @,
type of situation is that your Actions
are only a click away, but your Figure 36: This Floating toolbar

Ib interf ith displays anywhere you
tOO alr never interreres wi your drag it. Floa’“ng toolbars
work. are the only type of

QuicKeys toolbar that
For example if you are creating an displays atite barand a
advertisement for your company
picnic, you can have a Universal,
Floating toolbar with buttons that start PageMaker, open a specific project
folder on your hard drive, change the view of the pamphlet to 75%, and save

your work.

QuicKeysToolbars 49
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Moving Floating Toolbars

You can move Floating toolbars anywhere on your screen. However, if you
move them near the side of your screen they become Dockable toolbars.

Sizing Floating Toolbars

You can size Floating toolbars by clicking on the corner of the toolbar and
dragging. You can make Floating toolbars as big or as small as you want.
You can even size them so your toolbar buttons appear in multiple rows.

Creating Toolbars

@
EICY

Chapter 4

You can choose whether or not to use the Setup Wizard to assist you in
creating your QuicKeys Toolbars. If you are a QuicKeys beginner, CE
Software recommends using the Setup Wizard because it explains each of
your options. If you are already familiar with the available toolbar options,
use the Action Properties dialog. You can open the Action Properties dialog
by selectinduicKeys Tools from theCreate menu and choosiriyolbar in the
QuicKeys Tools submenu that appears.

Using the Setup Wizard

To create a toolbar using the Setup Wizard:
Select the Toolbar button in - e

the Setup Wizards tab.

Read the introduction page Tooibars itk
and click Next. S
Select Create a new Action and i
click Next. el
Select Click-N-Go, Dockable, B

or Floating and click Next. izt
Select Small or Large and T —— =

click Next. ’ e |

Type a descriptive name for

this toolbar in the Name box. ek | e Cowd | b |

For example, if the buttons in
the toolbar start programs,
name the toolbar “Programs.”

Select the Place in QuicKeys menu check box and click Next.
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11

12

13

Click Finish. The Toolbar Button Wizard appears to help you add buttons to your
toolbar.

Read the introduction screen and click Next.

Select the check box for each program you want to add to the toolbar and click
Next.

Select the check box for each QuicKeys Action you want to add to the toolbar
and click Next.

Select the check box for each QuicKeys Action Menu you want to add to the
toolbar and click Next.

Read the final wizard page and click Finish. The Toolbar Button Wizard appears.
See page 53 for more information.

O0See “Adding Buttons to Toolbars” on page 53 for more information on
toolbar buttons.

N

Using the Action Properties Dialog

To create a toolbar without the Setup Wizard:

Select the Options menu item from the View menu.
Clear the check box to Always show Setup Wizards for editing and click OK.
Select the My Toolbars tab.

QuicKeysToolbars
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Right-click anywhere in the Toolbars pane and select New Toolbar from the
context menu that appears. The context menu is shown in Figure 37.

B Bl [msls e Hep

A|%e| #|F| &8¢ QuicKeys
Toolbar Buttons Ampvers  [Eeertrd Sy Tetes [ e |
pane Trir 1 b Brstiwrn—
Uil | Forshiein 11 | iniewss s | b 1 [T
Pl W o
Toolbars pane T Mk A e Sy
Ly Lochaide Fa ek gl ey
h — Lo - D Copy vlarien i Ciptook
Har | oo i Out Eomsl
Dy Pl Tmcdi
Toolbars 7 callade’ Bl "W e T hola
context menu Hacke: Tocisal Ao M
Lty
Fuopsnsi
Ficd el s TT

Figure 37: A context menu appears when you right-click in the Toolbars
pane.

In the Action Properties
dialog that appears,
select the toolbar style
you want to use. The
toolbar style options are
defined on page 47.
Click the Auto hide check
box if you want to create
a Dockable toolbar that
hides when the cursor
moves away from it.
Select the toolbar
button size.

Type a name for the
toolbar in the Name box.
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9 If you want to choose a hot key to trigger this Action, click in the Hot key box and
press the keys you want to use. For example, press the Shift key, the Control key
and the F8 key simultaneously.

10 Click OK when you are finished. The Toolbar Button Wizard appears. See
page 53 for more information.

Adding Buttons to Toolbars

You can add buttons to your toolbar by using the Toolbar Button Wizard or
by dragging-and-dropping items to your toolbar.

Using the Toolbar Button Wizard
You can open the Toolbar Button Wizard using one of three methods:

* Right-click a toolbar or toolbar button listed in tgToolbars tab and
selectingToolbar Button Wizard.

* Right-click anywhere in thEsolbars pane of thély Toolbars tab. When you

complete the Action Properties dialog and po¥sshe Toolbar Button
Wizard automatically displays.

* Right-click an existing toolbar and selectifogibar Button Wizard.

The Toolbar Button Wizard appears immediately after you create a
toolbar.

1 Read the introduction page of the Toolbar Button Wizard and click Next.
2  Select the check box
for each program
you would like to

display in your

Toolbar Button Wizard

To add programs to the toolbar, click the check
box(ez] below.

toolbar. Click. "MNext"
3 Click Next.
4 Select the check box )@ LD Player =l
R Change Password
for each QuicKeys D% Connection 'wizard L

Action you would like
to display on your
toolbar. If you have
not created any
QuicKeys Actions,
there are no items
listed on this page of
the wizard.

] &% Corrvert Esisting ForeHelp Dictionarie

1/ &] Create Emergency Disk

1 & Disk Defragmenter

5 Filehd aker Pro
¢ FaoreHelp 3.0

< Back I Mext > Cancel Help

QuicKeysToolbars
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Click Next.

Select the check box for each QuicKeys Action Menu you would like to display
in your toolbar. See page 56 for more information on Action Menu buttons.

Click Next.
Read the final wizard page and click Finish.
Your buttons now display on the toolbar.

Using Drag-and-Drop Functionality

An easy way of adding a button to a toolbar is by selecting a file or QuicKeys
Action and dragging it to an existing toolbar. Drag-and-drop functionality
only works for Open File and QuicKeys Action buttons. It does not work for
QuicKeys Action Menu buttons. Some examples of when you would want
to drag-and-drop items to toolbars include:

» Drag your weekly report from your My Documents folder to a QuicKeys
toolbar, so you can simply click a toolbar button next time you need to
open it rather than navigating through countless directories.

 If you have a File Handler Action on your toolbar that changes the file
extension tadoe, you can drag axt file to the File Handler button to
quickly change the file extension.

» Create an Microsoft Word “Open” button. Drag files to this button to
open documents in Microsoft Word.

Types of Toolbar Buttons

Chapter 4

When you create a QuicKeys toolbar, you can choose from three different
types of toolbar buttons: Open File buttons, QuicKeys Action buttons, or
Action Menu buttons.

N & L3
HEEDGR T A Y
Open File | Action Menu button that
button that QuicKeys Action displays the options available
opens the button that performs in the Advanced Text Tools
Acrobat Reader a specific QuicKeys Action when you click the list
program. Controller Action. arrow.

Figure 38: In this example, you can see what each type of toolbar button
looks like. An Open File button uses the icon of the file it opens, a
Quickeys Action button uses the icon of the QuicKeys Action it
opens, and an Action Menu button uses the icon of the QuicKeys
Action is opens along with a drop-down arrow.



Open File Buttons

Use Open File buttons to open any file you select. For example, you can
create an Open File button that starts Acrobat Reader. Open File buttons
adopt the icon of the file you have chosen to open.

To add an Open File button to your toolbar:

Right-click an empty area in a New Buttor:
toolbar that is already open on your Taolbar Button wizard. . Quick.eys Action
desktop. Aiction Menu

B Small Buttons
Select Open File from the New Button v Large Bultons
submenu that appears. Auto hide
Select the file you want to open from Dalts Tookar

your toolbar and click Open.
i ; i Figure 39: Right-click an area of an open
The toolbar Imm_edlately displays toolbar that does not contain a
the new Open File button. toolbar button to view this
menu.

QuicKeys Action Buttons

Use QuicKeys Action buttons to trigger QuicKeys Actions you have already
created. For example, if you have created a QuicKeys Action that reformats
selected text, you can put a button that triggers that Action on the toolbar.

To add a QuicKeys Action button to your toolbar:

Right-click an empty area in a New Buttn. Open File
toolbar that is already open on your Toolbar Button 'wizard. .. [uickeys Action

desktop. Action Menu
. . Small Buttors

Select QuicKeys Action from the New v Large Buttans

Button submenu that appears. Auta hide

Select an Action from the Add Action Delste Toolbar

to Toolbar window. The Actions in this
window are taken from the Action list ~ Figure 40: Right-click an area of an open
displayed in the My Actions tab of the toolbar that does not contain a

) . toolbar button to view this
QuicKeys Editor. menu.

Click 0K when you have selected the
Action.

The toolbar immediately displays the new QuicKeys Action button.

QuicKeysToolbars
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Action Menu Buttons
Use Action Menu buttons to place special e

functions in a toolbar drop-down menu. pe——
QuicKeys provides Action Menu buttonsso - =

you access to a set of related Actions from i =i e sae
single toolbar button. For example, if you e

add a Window Selector Action Menu button ™ &5

to your toolbar, you will see a list of i
windows that are open on your desktop e

when you click it.

Figure 41: Toolbar Action
. . . Menus provide
0Some Actions are not available as Action shortcuts to your

Menu buttons. QuicKeys Actions.
Tip for laptop users: The Window Selector
Action is especially useful as an Action Menu button in toolbars. It provides
laptop users with a quick and easy method for switching between open
windows when the Windows tray is full.

To add an Action Menu button to your toolbar:

Right-click an empty area in toolbar New Buttan...
that is already open on your Toolbar Euttan Wizard...

Open File
Quick.eys Action

deSktop. Action Menu
. Small Buttons

Select Action Menu from the New v Large Buttons

Button submenu that appears. Auta bide

Select an Action from the Add Menu to Delste Toolbar

Toolbar window and click OK.
i ; i Figure 42: Right-click an area of an open
The t00|bar_|mmedlate|y displays toolbar that does not contain a
the new Action Menu button. toolbar button to view this
menu.



Displaying Toolbars

You can display, or trigger, toolbars using one of the following methods:

» Press the hot key you assigned to it
* Open the QuicKeys menu and select it fromTtothars Submenu

* Right-click a QuicKeys toolbar in the i vasiea
My Toolbars tab and sele@how Toolbar in New Buttor. v
the context menu. Toolbar Button ‘Wizard...

» Directthe toolbar to display at a certair

Delete

time using the Timed Triggers tab in Properties

the Action Properties dlalog. Figure 43: Right-click a toolbar in

« Create a button on one of your toolbars the My Toolbars tab to
view this menu.
that opens another toolbar.

Editing Toolbars

You can edit a toolbar by right-clicking it and selecting one of the options
that appears in the context menu. Right-click an empty area of the toolbar to
edit thetoolbar or right-click a toolbar button to edit theolbar button

You can also edit toolbars by changing toolbar style, toolbar size, toolbar
button order, and toolbar scope.

Changing the Toolbar Style

» Change Dockable toolbars to Floating toolbars by dragging the Dockable
toolbar from the edge of the screen.

» Change Floating toolbars to Dockable toolbars by dragging the Floating
toolbar to the edge of the screen.

» Change Floating toolbars to Click-N-Go toolbars by selectintpbiizrs
button in theSetup Wizards tab and selectingit an Action in the appropriate
wizard page. Change the selection fidating to Click-N-Go and continue
through the wizard until you are finished making changes.

» Change Dockable toolbars to Click-N-Go toolbars by selecting the
Toolbars button in theSetup Wizards tab and selectinit an Action in the
appropriate wizard page. Change the selection buskable to Click-N-Go
and continue through the wizard until you are finished making changes.

QuicKeysToolbars



58

Chapter 4

Adjusting Toolbar Size

Position your cursor on the edge of the toolbar until the pointer becomes a
sizing arrow. Drag the toolbar to the size you prefer using the sizing arrow.

OYou cannot size Dockable toolbars.

Re-arranging Toolbar Buttons

You can rearrange toolbar buttons on a toolbar by dragging them to the area
of the toolbar where you want them displayed. If you want to move an
Action menu button, you must press the Alt key as you drag the button.

Changing Toolbar Scope

Toolbar Scope is the range of operation for a toolbar. For example, you can
choose whether a specific toolbar displays in only one program, or in all of
your programs. You can change the scope of a toolbar usisgn@izards

tab, the Action Properties dialog or drag-and-drop functionality.

Olt is possible to add toolb&uttonsto toolbarsthat have a different
scope than the toolbar buttons. For example, a toolbar button
representing a Microsoft Word Action can be added to a toolbar that
only works in Internet Explorer.



a b~ wbNPRF

Using the Setup Wizard

To use the Setup Wizard 10 e
change toolbar scope, selec

theToolbars button in the Toobar:
Setup Wizards tab. Read the

pages of each wizard dialog = Pl
and follow the instructions. " Dechatie

At the beginning of the  DebiBa
Setup Wizard, you are e
presented with options to |GhscKeys

Create an Action, Edit an Action,
Delete an Action, Or Create/edit ok [ pedr | Cowd | b |
multiple Actions. The setup for

: : Figure 44: This dialog appears when you click the
each of these options Is Toolbars button in the Setup Wizards tab

explained within the Setup and choose to create or edit a
Wizard Toolbars Action.

Using the Action Properties Dialog

The following instructions assume you have Ahvays use Setup Wizards for
editing check boxclearedin the0ptions dialog. Seg@age 39for more
information.

To change the scope of a toolbar using the Action Properties dialog:

Click the My Toolbars tab in the QuicKeys Editor.
Right-click one of the toolbars listed in the Toolbars pane.
Select Properties from the context menu that appears.

In the Action Properties dialog, click the Action Scope tab.

In the Scope drop-down
list, choose when you
want the toolbar to

Generall Toolharg Action Scope |Timed Triggersl

display. See page 28 for oo e j
more detailed

. . . Program

information on Action Haidware Profile

Scope.

Click OK when you are

finished.

QuicKeysToolbars
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Using Drag-and-Drop Functionality

You can change Action scope by dragging Actions from one Scope tab to
another in thay Keyboard, My Toolbars, or My Actions tabs. For drag-and-drop
functionality to be available, other Scope tabs must already be created. For
example, if you want to change your Reformat Text Action from a Universal
Action to a Microsoft Word Action, Microsoft Word must already be
specified as a program-specific Scope option. In other words, the tab has to
exist before you can drag an Action to it.

Closing Toolbars

Chapter 4

There are a variety of methods for closing QuicKeys toolbars, depending on
the toolbar’s style.

Toolbar Style How to Close the Toolbar

Dockable + Use the Auto hide feature to temporarily
hide the toolbar

* Right-click the toolbar in the My Toolbars
tab and select Hide Toolbar from the
context menu that appears.

* Right-click the QuicKeys menu in the
status area of the taskbar and select the
toolbar from the Toolbars submenu. The
checkmark that was next to the toolbar
name disappears.

Floating * Click the close box in the title bar of the
toolbar.

* Right-click the toolbar in the My Toolbars
tab and select Hide Toolbar from the
context menu that appears.

* Right-click the QuicKeys menu in the
status area of the taskbar and select the
toolbar from the Toolbars submenu. The
checkmark that was next to the toolbar
name disappears.




Toolbar Style How to Close the Toolbar

Click-N-Go * Right-click the toolbar in the My Toolbars
tab and select Hide Toolbar from the
context menu that appears.

* Right-click the QuicKeys menu in the
status area of the taskbar and select the
toolbar from the Toolbars submenu. The
checkmark that was next to the toolbar
name disappears.

Deleting Toolbars

There are three methods for p
deleting toolbars: e roinars. TP ——

* Right-click the title bar of FHALE
a toolbar and selebtlete
from the context menu ;5:";;““'
that appears. | I
« Select the Toolbar button -~
in the Setup Wizards tab |Quicieys |
and choose tDelete an M
Action in the appropriate
Setup Wizard page. et [ B | Cowd | b |
» Selecta QuicKeys toolbar Figure 45: One of the ways you can delete a
i ; Toolbar is by clicking the Toolbars
listed in theMy Toolbars tab button in theySetup ngzards tab and
and selecbelete Toolbar choosing Delete an Action at the
from theEdit menu. prompt.

QuicKeysToolbars



Editing Toolbar Buttons

Use the Toolbar Button Wizard if you want to be guided through the process
of adding buttons to your toolbar. You can add one button at a time or add

62
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several buttons simultaneously.

To add a single button to your toolbar:

1 Right-click an area of the open New Buttan...
toolbar that does not contain a Toolbar Button WWizard... QuicKeys Action
toolbar button. Action Menu

. Small Buttons

2 Select Open File from the New Button w Large Buttons
submenu. Auto hide

3 Navigate through your directories Delete Toolbar
until you find the file you want to = 46: Display th b

igure 46: Display this menu by
open from your t_oolbar. Alter you right-clicking an area of the
select the file, click Open. The file toolbar that does not contain a
automatically appears in your toolbar button.
toolbar.
To add multiple buttons to your toolbar:

1 Right-click anywhere in an open toolbar.

2 Select Toolbar Button Wizard from the context menu that appears.

3 Read the introduction Page of - gy
the wizard that appears and
click Next. T 't et bty b 0 bl

T &
4  Select the check box(es) for sz
. *pea g
each program you would like " ogm a, Dl Asrn
display in your toolbar e e e
to p ' Tn g ek Sk

5 Click Next.

6 Select the check box(es) for
each QuicKeys Action you
would like to display in your
toolbar. If you have not
created any QuicKeys [ deds | cwsd | us
Actions, no items are listed on
this page. Figure 47: The Toolbar Button Wizard

introduction page.

7 Click Next. bad

8 Select the check box(es) for each QuicKeys Action menu you would like to
display in your toolbar click Next.

9 Read the final wizard page and click Finish. The toolbar displays with the

additional buttons you specified.
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Adjusting Toolbar Button Size

To change the size of your toolbar buttons, right-click the area of an open
toolbar that doesot contain any toolbar buttons. Choose whether you want
to useSmall Buttons Or Large Buttons from the context menu that appears.

Changing Button Icons

QuicKeys uses different button icons for each button type. For example,
Open File buttons use the icons of the files they open, while QuicKeys
Action buttons the icons of the QuicKeys Actions they trigger. If you want
to change any of the button icons on your toolbar, you can substitute the
default icons with sample icons installed by QuicKeys or with your own
custom icons or bitmaps.

Using Icons Supplied with QuicKeys

QuicKeys installs several different sets of icons you can use in your toolbars.
These icons are located in the Program Files\CE Software\QuicKeys
directory.

To select sample icons:

Right-click a button in an open toolbar.

Select Set icon from file. T ———
Select an icon collection from the
Sl i - Y I T |
Icon File drop-down list. You can
choose from workplace icons, —1 N — =]
P g 29 m I

multimedia icons, symbols, or
Windows control icons. See the next
section for information on using the =]
Browse button in the Select lcon tl ﬁ %’ g
dialog.

Click the icon you want to use. The I

icon darkens when it is selected. K

Click OK when you have selected the Tkl ik (= =
icon you want to use in your toolbar.
The new icon appears immediately ] ose]

on the button you selected. Figure 48: Choose an icon from one of

the icon sets installed with
QuicKeys.

QuicKeysToolbars 63



64

Chapter 4

Using Custom Icons

There are two types of custom icons: icons from your computer programs
(such *.exe files, *.dll, and *.ico files) and icons you create. The following
instructions provide general information on selecting any of these icons for
your QuicKeys toolbar buttons. For information on creating custom icons to
add to your toolbar icon collection, see page 211.

To select custom icons:

Right-click a button on an open toolbar.
Select Set icon from file.

Click the Browse button.

Navigate to the icon file you want to use.

Choose the icon file you want to T - |
use and click Open. The contents of i (3] g |

the icon file you selected appears
in the Select Icon window. E

a b~ wNPE

e @
UJ Once you select a custom
icon file, it permanently

displays as an option in the
Icon File drop-down list.

6 Select an icon from your new icon
file and click OK. The new icon
appears immediately on the
toolbar you selected.

OIf you delete, rename, or move
custom icons that are used in
toolbars, the toolbar button that
used that icon displays the default
icon.

2 8 a4 3
s & @ 3

Figure 49: The collection of icons shown
in this graphic were selected
by clicking the Browse button
and navigating to the
EXPLORE.EXE file.
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Using Bitmap Images

Bitmap files use thesmp file I |
extension and, unlike icon files, S~ @is i@, | @8
they cannot be sized. They must - - [F- %D‘ -~
use the same dimensions that E"‘ :1

were specified when the bitmap
was originally created. The
ability to add bitmaps to your
toolbars enables you to choose
from a wide variety of graphics
for your toolbar buttons, as long

Figure 50: In this illustration, the QuicKeys
Web Launcher icon is replaced
by a custom bitmap graphic.

as the graphic is proportional to your screen.

To select a bitmap file:

Right-click & bUION 0N &N 0P e e <)
toolbar. SRR i Queinc = & &l = =l
Select Set icon from bitmap. VARDCTHT b

Navigate to the bitmap graphic |52 we

you want to use. The graphic PO

must use the .bmp extensionin ~ [*

the file name.

Choose the graphic you want Fhages  [an mic =
to use and click Open. Fibeplte  [banas e T | i

The new icon appears
immediately on the toolbar
you selected.

Restoring Icons

Just as many programs have the “Undo” function, QuicKeys offers the
Restore default icon option. This feature allows you to go back to using the
default toolbar button icon for the selected toolbar button. Just right-click a
button on an open toolbar and seRsstore default icon from the context

menu that appears. This is extremely useful if you want to experiment with
different icons because you can return to the default icons at any time.
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Deleting Toolbar Buttons

Chapter 4

To delete a toolbar button, open the
toolbar and right-click the toolbar button
you want to delete. Selemdlete Button
from the context menu that appears.
Selectyes at theConfirm Delete Prompt.
The button is immediately deleted from
the toolbar.

OIf you delete all your Actions from
theMy Actions tab, the toolbar buttons
that display QuicKeys Action menus
remain available on the toolbar until
each button is manually deleted or
until the entire toolbar is deleted.

= Seticon from file...

Set icon from bitrmap...
Festore default icon

Delete Button

Toolbar Button ‘wizard...

Figure 51: To delete a toolbar
button, right-click the
toolbar button you
want to delete and
select Delete Button.



Chapter 5:
Controlling the QuicKeys Program

The QuicKeys Controller Action gives you special controls over the
QuicKeys program. These controls, or Actions, allow you to use QuicKeys
without interrupting your work. The Actions at your disposal when you use
the QuicKeys Controller include:

* Open QuicKeys Editor Show QuickReference Card

» Enable hot keys and timers Disable hot keys and timers

» Toggle QuicKeys Status Start Recording [Sequences]

» Stop Recording [Sequences] Toggle Recording

» Exit QuicKeys

This chapter provides information about each of these Actions as well as
instructions for creating, editing, and deleting them.

ceccee
o
N
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QuicKeys Controller

Q

Chapter 5

The QuicKeys Controller Action is invaluable when you use QuicKeys on a
daily basis. This Action automates the QuicKeys program so it works as
smoothly as everything else that QuicKeys controls.

Setting Up QuicKeys Controller Actions

There are two ways to create or edit QuicKeys Controller Actions: use the
Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard

To use the Setup Wizard, g ———————————
select the Setup Wizards

tab in the QuicKeys Editor = e

and click the QuicKeys

Controller button. Read s Eil

the pages of each wizard " Ehom kR smmace Cud

dialog and follow the : T i
instructions. At the iy ¢

beginning of the Setup |hicKeys

Wizard, you are presented

with options tcCreate an b [eer | Cowd |t |

Action, Edit an Action, Delete

. : Figure 52: This dialog appears when you click
an Action Or Create/edit the QuicKeys Controller button in the
multiple Actions. The setup Setup Wizards tab and choose to
for each of these options is Zrcet%ﬁlor edit a QuicKeys Controller
explained within the Setup

Wizard.

Using the Action Properties Dialog

The Action Properties dialog enables you to edit all of the options within a
QuicKeys Action from a single window. This capability provides an
alternative for users prefer not to use the Setup Wizard.

The following instructions assume you have Alvays use Setup Wizards for
editing check box cleared in the Options dialog. Bage 39for more
information.



To use the Action Properties dialog to create or edit a QuicKeys
Controller Action, follow these steps:

Select QuicKeys Tools
from the Create menu.

Select QuicKeys
Controller from the
QuicKeys Tools
submenu.

Choose an option from
the Action-specific
properties pane of the
dialog. The available
options are discussed
in the next section of
this chapter.

Inthe General tab of the
Action Properties
dialog, a name is
automatically
assigned to the Action.
You can use the
assigned Action name

or type a different one.

If you want to choose a
hot key to trigger this

Action, click in the Hot
key box and press the
key(s) youwant to use.

For example, press the Alt key, the Control key, and the F10 key simultaneously.

Gormdl |1'\.|bu-1|l-v'-im| Toeed Tongagini |

[Trves |---| v g
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Figure 53: The QuicKeys Controller Action Properties
dialog appears when you select the
QuicKeys Controller Action from the Create
menu, or when you double-click an existing
QltJ)icKeys Controller Action in the My Actions
tab.

Click OK. Your new Action immediately appears in the My Actions tab.

Close the QuicKeys Editor and press Shift+Ctrl+Enter. The Action-specific option

you selected should react immediately to the trigger.

Controlling the QuicKeys Program
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QuicKeys Controller Options

You can use the QuicKeys Controller to complete a number of tasks within
the QuicKeys program.

Open QuicKeys Edito—Opens the QuicKeys Editor.

Show QuickReference Card—Displays theQuickReference Card’he
QuickReference Card is useful when you forget the hot key for a specific
Action and want to look it up quickly. You can also double-click an Action
listed in the QuickReference Card to trigger it. Read more about the
QuickReference Card on page 44.

Set status of QuicKeys-Turns QuicKeys hot keys on or off, or toggles
between the on and off state.

Enable hot keys and timers—Turns QuicKeys hot keys and timers on.
Disable hot keys and timers—Turns QuicKeys hot keys and timers off.
Toggle status—Switches between QuicKeys being on and off.

Set Recording Status—Starts or stops recording, or uses the same trigger
to toggle between the start or stop state.

Start Recording—Starts recording a Sequence.

Start Recording (disable smart recognitior)—Starts recording a
Sequence. You should only select this option if you are having difficulty
using Sequences with a particular program. For example, if your
Sequence cannot complete a Select Menu Action successfully, you may
want to choose this type of recording. When smart recognition is
disabled, Sequences are composed solely of Mouse Click, Window
Select, Window Waits, Type Text, and Type Keystroke Actions.

Stop Recording—Stops the recording process.

Toggle Recording—Switches between recording being started and
stopped.

Exit QuicKeys—Quits the QuicKeys Engine and the QuicKeys Editor.



Deleting QuicKeys Controller Actions

To delete a QuicKeys Controller

Action:

Select the My Actions tab in the
QuicKeys Editor.

Right-click the Action you want to

delete.

Select Delete from the context menu

that appears.

Choose Yes at the Gonfirm Delete
prompt. The Action is immediately
cleared from the Actions list.

Create

Cut
Copy
Baste

Delete

Select All

Large lcons
Small lcons
Lizt

» Details

Properties
Advanced
Clear hot key

|3

Figure 54: Right-click an Action in the
My Actions tab and select
the Delete option from the
menu that appears.

Controlling the QuicKeys Program
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Chapter 6:
Typing With QuicKeys

Typing Text

#

Do you ever get tired of typing the same lines of text in E-mail messages?
Or do you routinely need to type special characters, such as an umlaut, into
foreign correspondence? You probably guessed it—QuicKeys can take care
of these chores for you.

The QuicKeys Type Text, Type Date/Time, Advanced Text Tools, and
Special Characters Actions save you time by typing the information you
need with a QuicKeys trigger. This chapter provides instructions for using
these Actions to type text, type the date and time in a specified format, insert
symbols and international characters in documents, reformat selected text,
and much more.

The Type Text Action is useful when you want to type frequently-used text
with a simple trigger. For example, you can use this Action to type your
signature line in E-mail messages or to enter common information into
databases.

Setting Up Type Text Actions

There are four ways to create QuicKeys Type Text Actions: use the Setup
Wizard, use the Action Properties dialog, use drag-and-drop functionality,
or cut and paste.
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Using the Setup Wizard

To use the Setup Wizard, [
select theSetup Wizards tab

in the QuicKeys Editor and e st
click theType Text button. oo i

Read the pages of each
wizard dialog and follow
the instructions. At the
beginning of the Setup
Wizard, you are presented
with options tcCreate an
Action, Edit an Action, OrDelete | ehek | fiess | Cowd | e |
an Action. The setup for each
of these options is
explained within the Setup
Wizard.

Figure 55: This dialog appears when you click the
Type Text button in the Setup Wizards
tab and choose to create or edit a Type
Text Action.

Using the Action Properties Dialog

The following instructions assume you have Ahvays use Setup Wizards for
editing check box cleared in tioptions dialog. See page 39 for more
information.

To use theMy Actions tab to create or edit a Type Text Action, follow these
steps:

Select Text Tools from the Create menu.
Select Type Text from the Text Tools submenu.
Type the text you want to use when you trigger this Action.

0 Press Ctrl+Tab to insert a tab in the text you type.
0 The text box can hold up to 12Kb of text, or up to 1,200 characters.



In the General tab of the
Action Properties
dialog, a name is
automatically assigned s [TneTes

Sormrl | Toalbeses | Ritirs Gvigoe | Tvemd Tongigisi |

to the Actior_w.You can Bl |2 - L + Pipes o g
use the assigned ol T e .
Action name or type a
different one.

ke paaic o oE e
If you want to choose a Ton Tt _ = |
hot key to trigger this Fecomnt, Caiorss AT

Action, click in the Hot
key box and press the
key(s) you want to use. J_I

For example, press the
[ o ] cese |

Alt key, the Control key,

and the 8 key

simultaneously. Figure 56: The Type Text Action Properties dialog
appears when you select the Type Text
Action from the Create menu, or when you

Click OK. Your new
Action immediately double-click an existing Type Text Action in
the My Actions tab.

appears in the My
Actions tab.

Close the QuicKeys
Editor and open a word processing program. Position your cursor in the
document and press the hot key or other trigger you assigned to this Action.
The text you specified is immediately typed into the open document.

Using Drag-and-Drop Functionality

You can select text from one window and drag-and-drop it in the QuicKeys
Editor to create a Type Text Action. When you drop the selected text onto
one of the Editor tabs, the Action Properties dialog (shown in Figure 56)
appears. The text you dropped onto the QuicKeys Editor appears in the
Action-specific properties area of the dialog. You can edit the text in this dialog

or you can assign the Type Text Action a trigger, such as a hot key or a place
on an existing toolbar. Clids in the Action Properties dialog when you are
finished creating your Type Text Action.

Typing With QuicKeys
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Cutting and Pasting Text

You can cut selected text from one window and paste it inSetipeWizards,
My Keyboard, or My Actions tabs of the QuicKeys Editor.

To create a Type Text Action using cut and paste:

Select a block of text.
Copy it to the Clipboard.

Right-click in the Setup Wizards tab, the My Keyboard tab, or the My Actions tab of
the QuicKeys Editor and select Paste from the context menu that appears.

A new Type Text Action displays in they Actions tab of the QuicKeys

Editor. You must assign the Type Text Action a trigger, such as a timed

trigger or a place in the QuicKeys menu, before you can use it.

Editing Type Text Actions

To edit a Type Text Action:

Select the My Actions tab in the QuicKeys Editor.

Double-click the Action you want to edit.

Make the necessary changes in the Action Properties dialog and click OK.

Deleting Type Text Action

To delete a Type Text Action:

Select the My Actions tab in the
QuicKeys Editor.

Right-click the Action you want to
delete.

Select Delete from the context menu
that appears.

Choose Yes at the Confirm Delete
prompt. The Action is immediately
cleared from the Actions list.

Create 3

Cut
Copy
FEgte

Delete

Select Al

Large lcons
Small lcons
List

» Details
Properties

Advanced 3
Clear hot key

Figure 57: Right-click an Action in the
My Actions tab and select
the Delete option from the
menu that appears.



Typing the Date and Time

!9

The Type Date/Time Action is useful when you want to insert the date and/or
time into documents. For example, you can use this Action to insert the date
and time in your weekly reports.

Setting Up Type Date/Time Actions

There are two ways to create and edit QuicKeys Type Date/Time Actions:
use the Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard

To use the Setup Wizard,  pe e
select theSetup Wizards tab

inthe QuicKeys Editor and Rt S in st s Sy
click theType Date/Time Gk Mo

button. Read the pages of
each wizard dialog and
follow the instructions. At

the beginning of the Setup | |~ 2
Wizard, you are presented | @uicheys O

with options tcCreate an

Action, Edit an Action, Delete an ek | s | G | b |

Action, or Create/edit multiple

: Figure 58: This dialog appears when you click the
Actions. The setup for each Type Date/Time button in the Setup

of these options is Wizards tab and choose to create or
explained within the Setup edit a Type Date/Time Action.
Wizard.

Typing With QuicKeys
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Using the Action Properties Dialog

The following instructions assume you have Alays use Setup Wizards for
editing check box cleared in tioptions dialog. See page 39 for more
information.

To use the Action Properties dialog to create or edit a Type Date/Time
Action, follow these steps:

Select Text Tools from the Create menu.
Select Type Date/Time from the Text Tools submenu.

Select the Date/Time format you want to use from the Format
drop-down list.

In the General tab of the ey |

Action Properties
dialog, a name is
automatically assigned Y pr
to the Action. You can
use the assigned Action
name or type a different
one.

If you want to trigger this
Action from the
QuicKeys menu, click Fomuh AT

the Include in QuicKeys I
menu check box.

Click OK. Your new

Grormrd | Tomlteoes | i B | Tovmed Togigens |

ety | Chepas b i
¥ orehes m [k s nen

o | G |

Figure 59: The Type Date/Time Action Properties
Action immediately dialog appears when you sglect the Type
. : Date/Time Action from the Create menu, or
appears in the My Actions when you double-click an existing Type
tab. Date/Time Action in the My Actions tab.

Close the QuicKeys

Editor and open a word

processing program. Position your cursor in the document and press Alt+Ctrl+D.
The date and time you specified is immediately typed into the open document.



Type Date/Time Options

This section describes the Action-specific properties available with the Type
Date/Time Actions.

Format—This option is available in the Action Properties dialog. The
Format drop-down list displayed in this dialog contains several different
formats you can choose from when you create a Date/Time Action. When
you select a format, a sample of how that format will look displays in the
Sample field.

Date/Time Abbreviation Meaning

mm month

dd day

yyy year

dow day of the week
hh hour

mm minute

ss second

ap AM/PM

24 hour military time

Typing With QuicKeys

79



80

Chapter 6

Custom Format—If you selectCustom Format from theFormat list, the
Format Builder button is enabled.
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This is how the e o g
combined i in | S el
formats will look a1 oy
when the Type Jpcied ai e
Date/Time }Ae:tion = stk Lo Exareie
Date P Curidinga
is triggered. tpac =

Figure 60: Use the Custom Date/Time Builder to build your own date
and time formats

Custom Format Builder—Clicking theFormat Builder button in either the
Setup Wizard or the Action Properties dialog displaggstam Date/Time
Builder dialog. Select a format from the left column of the window and
click theAdd button to move it to the right column. Rearrange the order of
the selected formats using thyeandDown buttons. A sample of the
combined formats you select displays at the bottom of the window.



Notice in Figure 60 that you must specify commas, colons, dashes,
slashes, and spaces in your formats if you want to use them in your
custom format. ClicloK in theCustom Date/Time Builder window when you
are finished. Your new format displays in Saewple field of theAction
Properties dialog.

If you combine these custom formats in Your Date/Time Action types

the Custom Date/Time Builder... something similar to this...

Full month name+space+Day of October 04 98 / 03 45
month+space+Two digit
year+space+slash+space+Hour in 12hr
format+space+Minute as number

Full weekday Sunday: Oct 04: 1998
name-+colon+space+Abbreviated month
name+space+Day of
month+colon+space+Four digit year

Hour in 12hr format+colon+Minute as 03:51:27 PM / Central Daylight Time
number+colon+Second as
number+space+AM/PM
indicator+space+slash+space+Time zone

Standard Formats—This radio button is available in the Setup Wizard.
The scroll list displays the formats you can choose from when you create
a Date/Time Action. When you select a format, a sample of how that
format will look displays at the bottom of the wizard screen.

Typing With QuicKeys 81
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Deleting Type Date/Time Actions

To delete a Type Date/Time Bioets ;
Action: e
. . C

Select the My Actions tab in the i

QuicKeys Editor. Delets

Right-click the Action you want to setest Al

delete. Large lcons
Small lcons

Select Delete from the context menu List

that appears. w Details

Properties
Advanced 3
Clear hot key

Choose Yes at the Confirm Delete
prompt. The Action is immediately
cleared from the Actions list.

Figure 61: Right-click an Action in the
My Actions tab and select
the Delete option from the
menu that appears.

Special Characters

W

Chapter 6

The Special Characters Action is useful when you want to type a specific
symbol or international character with a trigger you specify. International
symbols and characters are the accents, diacritics, and special alphabetic
characters required for punctuation and non-English words. Since not
everyone uses these symbols and characters, they are not easy to use in the
Windows operating system.

For example, if you wanted to type a trademark symbol (™), you would
usually have to preget+0153. This is a lengthy shortcut key to remember,
especially if you need to remember several of these types of “shortcuts.”
QuicKeys makes it much easier to use special characters by providing a
method for assigning simple triggers to the characters you need to use. For
instance, you can use QuicKeys to meikeM type the trademark symbol
rather than usinglt+0153.



QuicKeys can type the following characters and symbols:
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Figure 62: The symbols and international characters available with the Special

Characters Action.

Setting Up Special Characters Actions

There are two ways to create or edit QuicKeys Type Text Actions: use the

Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard

To use the Setup Wizard,
select thé&etup Wizards tab in
the QuicKeys Editor and
click theType Text button.
Read the pages of each
wizard dialog and follow
the instructions. At the
beginning of the Setup
Wizard, you are presented
with options tcCreate an
Action, Edit an Action, OrDelete
an Action. The setup for each

w | I Eislect pharuchn e o pooun i

Coxed |

[ cpe |

of these options is
explained within the Setup

Wizard.

Figure 63: This dialog appears when you click the

Special Characters button in the Setup
Wizards tab and choose to create or
edit a Special Characters Action.

Typing With QuicKeys
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Using the Action Properties Dialog

The following instructions assume you have Alays use Setup Wizards for
editing check box cleared in ttoptions dialog. See page page 39 for more
information.

To use the Action Properties dialog to create or edit a Special
Characters Action, follow these steps:

Select System Tools from the Create menu.
Select Special Characters from the System Tools submenu.
Select the character you want to type.

In the General tab of the gy ———

Action Properties e e e e
dialog, type a name for —s

this Action in the Name s [
box. Hebag [2- o - Clgpan i oy
If you want to choose a e e —

hot key to trigger this
Action, click in the Hot

kevboxandpressthe I :-.“-T mER AHEEE R
key(s) you want to use. o - T=13] . Jalafa]s
For example, press the 1 = |' ul| : Y !'Ia. 5 '_'

Alt key, the Control key, . [ElfTatalelqlt : —f,-i E] . ! !
and the - key il ~I-'a-!.l1;'al-! N
simultaneously. RLBliLE Lhal Lo lelh LalE ] L
Click OK. Your new o o aerhiandis

Action immediately T
appears in the My

Actions tab. Figure 64: Select the character you want to type in the

Action-specific properties pane. If you want
to view this character table in a pop-up list
when you select the Special Characters
trigger, click the Select character from a popup
list check box.

Close the QuicKeys
Editor and open a word
processing program.
Position your cursor in
the document and
press the hot key you assigned to this Action. The special character you
specified is immediately typed into the open document.



Special Characters Options

This section describes the Action-specific properties available with the
Special Characters Action.

Select the character to type-This option is available in the Setup Wizard.
Simply click which character you would like to type using this Action.
Notice that uppercase and lowercase characters are listed separately.

Select character from a popup list—=Choose this option when you want

table of special characters to appear when you select the Special Characters
trigger. For example, if you are typing a letter to your business partner in
France and you trigger this option, you can select the international character
used in his name from the character table. The table disappears and the
international character is automatically inserted in your letter.

Deleting Special Characters Actions

To delete a Special Characters Create ;
Action: S0
Select the My Actions tab in the i
QuicKeys Editor. Delete
Right-click the Action you want to | ceketdl
delete. cmaliooms
Select Delete from the context menu List

that appears. w Details
Choose Yes at the Gonfirm Delete Propeties

Advanced 3

prompt. The Action is immediately Clear hot key

cleared from the Actions list.

Figure 65: Right-click an Action in the
My Actions tab and select
the Delete option from the
menu that appears.
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Using Advanced Text Tools

A
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The Advanced Text Tools Action is useful when you want to manipulate
blocks of text. For example, you can use this Action to eliminate those pesky
guote marks from your E-mail messages before you forward the message to
another person. The tasks, or Actions, available using the Advanced Text
Tools include:

» Reformat Text e Quote Text
» Strip Quote Marks » Uppercase
* Lowercase « Title Case

Setting Up Advanced Text Tools Actions

There are two ways to create and edit QuicKeys Advanced Text Tools
Actions: use the Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard

To use the Setup Wizard, — pre e ————————
select thé@etup Wizards tab in

the QuicKeys Editor and B i
click theAdvanced Text Tools
button. Read the pages of
each wizard dialog and (FTErT
follow the instructions. At —
the beginning of the Setup = | e
Wizard, you are presented |Ghckeys
with options tcCreate an

Action, Edit an Action, Delete an ik [ mes | Cawd | ke |

Action, or Create/edit multiple - p— N —
. igure 66: This dialog appears when you click the
Actions. The setup for each Advanced Text Tools button in the Setup

of these options is Wizards tab and choose to create or

: o dit an Advanced Text Tools Action.
explained within the Setup edit an Advanced Text Tools Action
Wizard.
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Using the Action Properties Dialog

The following instructions assume you have Alays use Setup Wizards for
editing check box cleared in tioptions dialog. See page 39 for more
information.

To use the Action Properties dialog to create or edit a Advanced Text
Tools Action, follow these steps:

Select Text Tools from the Greate menu.
Select Advanced Text Tools from the Text Tools submenu.
Select an Action from the Action drop-down list.

IN the General tab Of the o 1

Action Properties e e
dialog, a name is B

automatically assigned S e
to the Action. You can
use the assigned
Action name or type a
different one.

If you want to choose a
hot key to trigger this

Eolkg [0 = L3 < Uigan bl ey
I irachuchs i Duick s neni

feiary - | F e - 3|

Action, click in the Hot e D

key box and press the Lacaia

key(s) you want to use. T

For example, press the I
Alt key, the period key

simultaneously. Figure 67: The Advanced Text Tools Action Properties

dialog appears when you select the
0 This Action is also a Advanced Text Tools Action from the Create
: menu, or when you double-click an existing
gOOd candlgiate fora Advanced Text Tools Action in the My
Toolbar Action Actions tab.

Menu trigger. See

page 56 for more
information on

Action Menu toolbar buttons.

Click OK. Your new Action immediately appears in the My Actions tab.

Close the QuicKeys Editor and open a word processing program. Select a
block of text and press the hot key you assigned to this Action. The block of text
you selected is immediately changed, depending on what type of text Action
you chose.

Typing With QuicKeys



Advanced Text Tools Options

This section describes the Action-specific properties available with the
Advanced Text Tools Action.

Reformat Text—Removes carriage returns and white space from selected
text. This is especially useful for people who want to copy text from a Web
page or an E-mail message.
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Figure 68: The graphic on the left illustrates text copied from a Web page before it is
reformatted. Notice the irregular line breaks. The graphic on the right
illustrates text copied from a Web page after it is reformatted. Notice the
irregular line breaks are gone.

Quote Text—Inserts a specified character at the beginning of each line of
selected text. This option would be useful if you wanted to forward a
message from a client to your manager and you needed to distigguish
comments from the customer’s comments.

Chapter 6



Quote—The character you specify for the Quote Text option. You can
specify up to eight characters in this field.
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Figure 69: The top graphic shows an E-mail message that contains
quote marks. The bottom graphic shows an E-mail message
that has had the quote marks stripped using the Strip Quote
Marks Action.

Characters per line—The number of consecutive characters the Quote
Text option counts before inserting the specified quote character.

Strip Quote Marks—Deletes the quote character inserted at the beginning
of each line of selected text. This option is useful when E-mail reply text
needs to be copied to a word processing document.

Uppercase—Converts all selected text to uppercase characters. For
example, the sentence you just read would like this after selecting it and
triggering the Uppercase option: CONVERTS ALL SELECTED TEXT TO
UPPERCASE CHARACTERS.

Lowercase—Converts all selected text to lowercase characters. For
example, the sentence you just read would like this after selecting it and
triggering the Lowercase option: converts all selected text to lowercase
characters.

Title Case—Converts all selected text to title case characters. For example,
the sentence you just read would like this after selecting it and triggering the
Title Case option: Converts All Selected Text To Title Case Characters.
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Deleting Advanced Text Tools Actions

To delete an Advanced Text Tools
Action:

Select the My Actions tab in the
QuicKeys Editor.

Right-click the Action you want to
delete.

Select Delete from the context menu
that appears.

Choose Yes at the Confirm Delete prompt.

The Action is immediately cleared from
the Actions list.

Create »

Cut
Copy
Faste

Delete

Select Al

Large lcons
Small lcohs
List

v Detailz
Properties

Advanced »
Clear hat key

Figure 70: Right-click an Action in

the My Actions tab and
select the Delete option
from the menu that
appears.



Chapter 7:
Working With Files and Folders

All computer users must learn how to manipulate files and folders early in
their computer experience. Navigating through countless directories
searching for that one file soon becomes second nature out of necessity, but
such tasks can also become quite time-consuming. QuicKeys can automate
these tedious processes for you with Actions such as Open, Change Folder,
File Handler, and Recent Files.

The Open Action

%

The Open Action is useful when you want to open programs, documents,
control panels, or other types of files with a trigger. For example, you can
use this Action to open a report you frequently need to edit.

Setting Up the Open Action

There are four ways to create QuicKeys Open Actions: use the Setup
Wizard, use the Action Properties dialog, use drag-and-drop functionality,
or use cut and paste.
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Using the Setup Wizard

To use the Setup Wizard, g ——
select the Setup Wizards tab

in the QuicKeys Editor and Lpan G TR
click theOpen button. Read

each of the dialogs in the e

Setup Wizard and follow Dt

the instructions. At the W o

beginning of the Setup — e

Wizard, you are presented =~ |@uicieys

with options tcCreate an
Action, Edit an Action, Delete an b [Thes | k] e |

Action, or Create/edit multiple

: Figure 71: This dialog appears when you click the
A?‘;?]"s' The f_etup for each Open button in the Setup Wizards tab
Oor these optons IS

and choose to create or edit an Open
explained within the Setup Action.
Wizard.

Using the Action Properties Dialog

The following instructions assume you have Ahvays use Setup Wizards for
editing check box cleared in the Options dialog. fage 39for more
information.

To use the Action Properties dialog to create or edit an Open Action,
follow these steps:

Select File Tools from the Create menu.

Select Open from the File Tools submenu.

Choose option(s) from the Action-specific properties pane of the dialog. For
example, choose Program from the Type drop-down list and choose a program
to open from the Path drop-down list.

In the General tab of the Action Properties dialog, a name is automatically
assigned to the Action. You can use the assigned Action name or type a
different one.



5 Click in the Hot key box

U This Action is also a good

and press the key(s) o Tt Mo Site] T T

you want to use to
trigger the Open
Action. For example,
press the Alt key, the
Ctrl key, and the 1 key
simultaneously.

[Trvee I:,_._,_..
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P+ irchucs m Quick s nen

Ll bl g

candidate for a timed
trigger if you open
programs, such as E-malil
software, at the same
time each day. See

page 30 for more
information on timed
triggers.

6 Click OK. Your new
Action immediately
appears in the My
Actions tab.

Figure 72: The “Open” Action Properties dialog

appears when you select the Open button
from the Create menu, or when you
double-click an existing Open Action in the

Close the QuicKeys My Actions tab.

Editor and press the
hot key you assigned to
this Action. The file or program you selected immediately open.

Using Drag-and-Drop Functionality

You can drag-and-drop programs, documents, control panels, or other types
of files to the QuicKeys Editor’'s Setup Wizards tab to quickly create an
Open Action. When you dragnefile onto the Setup Wizards tab, the Action
Properties dialog (shown in Figure 72) appears. The file you dropped onto
the QuicKeys Editor appeariath box of theAction-specific properties area of

the dialog. You can edit the text in this dialog or you can assign it a trigger,
such as a hot key.

When you dropmultiplefiles onto the Setup Wizards tab, the files are
automatically made into Open Actions that display irMywetions tab of the
QuicKeys Editor. You can double-click these new Open Actions to assign
triggers to them, such as a timed trigger or a place in the QuicKeys Menu.

Click 0K in the Action Properties dialog when you are finished creating your
Open Action.
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Copying and Pasting Files and Folders

You can copy selected files to your Clipboard and paste them irgetitfne
Wizards, My Keyboard, or My Actions tabs of the QuicKeys Editor.

To create an Open Action using cut and paste:

Select one or several files or folders.

RIght-click the selected file and folders and choose Copy from the context
menu that appears.

Right-click in the Setup Wizards tab, the My Keyhoard tab, or the My Actions tab in

the QuicKeys Editor and select Paste from the context menu.

A new Open Action displays in tiMy Actions tab of the QuicKeys Editor. You
must assign the Type Text Action a trigger, such as a hot key, before you can
use it.

Open Options

Below is a description of the Action-specific properties available with the
Open Action.

Program—When you choose to open a program with QuicKeys, you are
presented with a list of programs from which to choose. That list is
populated by the programs in your Start menu.

Document—When you choose to open a document with QuicKeys, you
must click theBrowse button and navigate to the document you want to open.

Control Pane—When you choose to open a control panel with QuicKeys,
you are presented with a list of all the control panels installed on your
computer.

Custom—When you choose to open a file that is not available using any of
the other Open options, you must type the directory path for that file in the
Run field or click theBrowse button and navigate to it.

Type—The type of file you want to open. For example, you can open
programs, documents, control panels, or other custom files.

Path—The information required in the Path field is dependent upon the type
of file you selected in the Type drop-down list. Specify the program,
document, control panel, or other type of file you wish to open.



Parameters—The program-specific command lines you can use to further
control the behavior of the selected file. For examplepie:\ parameter

is already specified for the Windows Explorer program. This parameter
opens the Explorer in the C:\ directory in an Explorer view. If you changed
the parameter tm/e,C:\Windows, the Explorer program would open in the
C:\Windowsdirectory in the Explorer view.

OEach program installed on your computer has its own unique set of command
parameters that are reminiscent of DOS commands. Consequently, it would
be wise to have experience with DOS before typing random text in the
Parameters field.

Start in—This command can be traced back to the DOS “change directory”
(cp) command. If you want to open a program that can only look for files in
the currently selected directory, it is important to specify the directory path
in theStart in field.

For example, if you can recall any DOS commands, you may remember that
you once had to tymepy C:\Programs C:\System\Documents to successfully copy

files from one directory to another. However, if you typsgystem

C:\Documents, you would get an error because the computer was looking for
C:\Programs in theC:\System\Documents directory.

Run—The appearance of the window when it opens. You can make the file
appear in a normal, minimized, or maximized window.

Deleting Open Actions G

Cut
Copy
Baste

To delete a QuicKeys Open Action:

Delete

1 Select the My Actions tab in the S olect Al
QuicKeys Editor. ——
2 Right-click the Action you want to Srall lcons
delete. Lt
» Details

3 Select Delete from the context menu —
roperies
that appears- Advanced L3
4 Choose Yes at the Confirm Delete Clear hat key
prompt. The Action is immediately
cleared from the Actions list.

Figure 73: Right-click an Action in the
My Actions tab and select
the Delete option from the
menu that appears.
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The Change Folder Action is useful if you frequently switch between folders
during the course of your computer work. For example, if you are a
Webmaster, you know that Web sites contain hundreds, if not thousands, of
files and dozens of directories. Maneuvering to open or save a file within the
Open and Save dialogs requires either a lot of mouse movement or
keyboarding. QuicKeys chops through this productivity killer by allowing
you to set up shortcuts to directories. With a simple Change Folder hot key
you can move deep into the directory hierarchy and save countless hours.

When you set up the Change Folder Action, you can choose to switch
between the following pre-defined and user-defined folders during the
course of your work:

Pre-defined Actions

* Windows folder * Windows Temporary folder
* Windows Desktop folder * My Documents folder
 Favorites folder » Application Data folder

* Up one folder level

User-defined Actions

¢ Choose folder



Setting Up Change Folder Actions

There are two ways to create or edit QuicKeys Change Folder Actions: use

the Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard

To use the Setup Wizard,
select the Setup Wizards tab
in the QuicKeys Editor and
click the Change Folder
button. Read the pages of
each wizard dialog and
follow the instructions. At
the beginning of the Setup
Wizard, you are presented
with options tcCreate an
Action, Edit an Action, Delete an
Action, or Create/edit multiple

Actions. The setup for each F19ure 74

of these options is
explained within the Setup
Wizard.
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This dialog appears when you click the
Change Folder button in the Setup

Wizards tab and choose to create or
edit a Change Folder Action.

Using the Action Properties Dialog

The following instructions assume you have Alays use Setup Wizards for
editing check box cleared in the Options dialog. fage 39%for more

information.

To use the Action Properties dialog to create or edit a Change Folder

Action, follow these steps:

1 Select File Tools from the Greate menu.

2 Select Change Folder from the File Tools submenu.

3 Choose an option from the Action-specific properties pane of the dialog.

Working With Files and Folders
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In the General tab of the
Action Properties
dialog, a name is
automatically assigned
to the Action. You can
use the assigned
Action name or type a
different one.

If you want to choose a
hot key to trigger this
Action, click in the Hot
key box and press the
keys you want to use.
For example, press the
Shift key, the Alt key,
and the F8
simultaneously.

Click OK. Your new

Gormul |1l\.l|l-c-'-| Esimrs § g | Tored Tomgrgini |
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Figure 75: The Change Folder Action Properties dialog
appears when you select the Change Folder
Action from the Create menu, or when you
double-click an existing Change Folder

Action immediately Action in the My Actions tab.

appears in the My
Actions tab.

Close the QuicKeys Editor.
Open a word processing program and select the Save As option.

Press the Change Folder hot key. The folder you selected should appear
immediately within the standard Save dialog.

Triggering the Change Folder Option

After you have set up your Change Folder options, you can trigger them
several different ways:

* You can right-click any file on your hard drive and select a Change Folder
Action from the context menu that appears. A Change Folder Action is
only available from a context menu when you have created one using the
QuicKeys Editor.

* You can press the hot key you assigned to the Change Folder Action to
trigger it.

* You can set up a timed trigger to start the Change Folder Action.

* You can place Change Folder Actions in the QuicKeys menu and select
the Action from the menu.



Change Folder Options

Windows folder— L N |
Switches to your s e Ak T M
Windows folder when

any standard Save or QR =i it

Open dialog is iy Ir" Cip b
displayed. Iz i s

Windows Temporary PO R e o

folder—Switches to = Eradetrad ks

your Windows

Temporary folderwhen = 'U;_LI;T._E.'.‘.:.'.:;‘:‘:?"

any standard Save or e FalieLin
Open dialog is SIS o ] e |
displayed.

Figure 76: The Change Folder options in the Action
Properties dialog.

Windows Desktop
folder—Switches to
your desktop folder when any standard Save or Open dialog is displayed.

My Documents folder—Switches to your My Documents folder (or the
Personal folder if you are using NT) when any standard Save or Open dialog
is displayed.

Favorites folder—Switches to your Favorites folder when any standard
Save or Open dialog is displayed.

Application Data folder—Switches to your Application Data folder when
any standard Save or Open dialog is displayed.

Up One folde—Switches to the folder above the level of the folder you are
viewing.

Choose folder—Switches to the folder you specified when you created the
Action.
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Deleting Change Folder Actions

To delete a QuicKeys Change Crente ,
Folder Action: -
Select the My Actions tab in the ﬁ:ﬁf;
QuicKeys Editor. Delets
Right-click the Action you want to | oeeeetdl
delete. Large lcons
Small lcons
Select Delete from the context menu List
that appears. w Details
Choose Yes at the Confirm Delete Properties

Advanced 3

prompt. The Action is immediately Clear hat key

cleared from the Actions list.

Figure 77: Right-click an Action in the
My Actions tab and select
the Delete option from the
menu that appears.

The File Handler Action is useful when you want to rename, move, or edit
the attributes of selected files. Attributes can be anything from read/write
access to file names. This feature is extremely valuable if you ever work with
large batches of files.

For example, some Web sites make heavy use of scanned or digital
photographs. Often, these are delivered in large batches to webmasters to be
posted on the Web. QuicKeys makes it possible to rename these images en
masse with numerical or alphabetical modifiers, so that files named 001.jpg,
002.jpg, etc, can me renamed chicago001.jpg, chicago002.jpg, etc. This
helps bring order to the batch of images. Additionally, files can be locked
and unlocked by QuicKeys with a single hot key or mouse click. This is
valuable when you want to lock a batch of original images to ensure that
modifications are made only to the copies.



All of the tasks, or Actions, available with File Handler include:

» Mark files read-only
» Set file extension
» Copy files or folders

* Delete files or folders

Setting Up File Handler

* Mark files not read-only

* Move files or folders

* Rename files or folders

Actions

There are two ways to create or edit QuicKeys File Handler Actions: use the
Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard

To use the Setup Wizard,
select the Setup Wizards tab
in the QuicKeys Editor and
click the File Handler
button. Read the pages of
each wizard dialog and
follow the instructions. At
the beginning of the Setup
Wizard, you are presented
with options tcCreate an
Action, Edit an Action, Or Delete

File Handior

o T T R R
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[ ot il o Pkdean
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an Action. The setup for each
of these options is explained
within the Setup Wizard.

Figure 78: This dialog appears when you click the
File Handler button in the Setup Wizards
tab and choose to create or edit a File
Handler Action.
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Using the Action Properties Dialog

The following instructions assume you have Alays use Setup Wizards for
editing check box cleared in tioptions dialog. Segage 39%for more
information

To use the Actions Properties dialog to create or edit a File Handler
Action, follow these steps:

Select File Tools from the Create menu.
Select File Handler from the File Tools submenu.

Choose an option from the Action-specific properties pane of the dialog. For
example, choose to Mark Files Read-only.

In the General tab of the ey ——————

Action Properties
' - Srormrl | Tostboges | w5 g | T Tongugen |
dialog, a name is

automatically assigned (PSP [ mywpes ey s ey o
to the Action. You can

Shifl & L s Pl
use the assigned = !-m_w_u e
Action name or type a
different one.
dehor-ranic o e e
If you want to choose a  pe— 5
hot key to trigger this
Action, click in the Hot T
key box and press the ".ri:'luull'.; ! I
key(s) you want to use. T TR R
For example, press the
Shift key, the Gontrol key,
and the 8 key ok ] omea |

simultaneously.
Click OK. Your new
Action immediately
appears in the My
Actions tab.

Close the QuicKeys
Editor.

Figure 79: The File Handler Action Properties dialog

appears when you select the File Handler
button from the Create menu, or when you
double-click an existing File Handler Action
in the My Actions tab.

Select a group of files or folders and press the hot key or other trigger you

assigned to this Action. The Action-specific option you selected should react
immediately to the trigger.



Triggering the File Handler Option
After you have set up your File Handler options, you can trigger your File
Handler Actions several ways:

* You can right-click any file on your hard drive and select a File Handler
Action from the context menu that appears. A File Handler Action is only
available from a context menu when you have created one using the
QuicKeys Editor.

 If you have a File Handler Action Menu on a QuicKeys toolbar, you can
drag files to the Action Menu toolbar button to move or copy the files, set
the file extension, etc.

* You can press the hot key you assigned to the File Handler Action to
trigger it.

* You can set up a timed trigger to start the File Handler Action.

* You can place File Handler Actions in the QuicKeys menu and select the
Action from the menu.

File Handler Options
Below are the tasks the File Handler Action can automate for you.

Mark files read-only—Alters the selected files so they cannot be edited.
This is useful when you want to distribute a copyrighted file.

Mark files not read-only—Alters the selected files so they can be edited.

Set file extensior— e T

Appends a specified P =l
extension to the file Pesticr f

names of selected files. PR ——
This is useful when you R S

want the selected file to
be recognized by a
different program. [ ] cwn |

Figure 80: Use the lower half of the Action Properties
dialog to specify Action-specific options.
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File extensior—The three-character extension appended to selected files.
You do not have to type the period character when specifying the file
extension, QuicKeys automatically inserts it.

Ask for extension..—The
prompt that QuicKeys displays et B M R e e P
when you trigger the Set File
Extension Action. You must

supply an extension composed of Figure 81: This dialog appears when

up to three characters when the you have the "Ask for
extension” check box
prompt appears. For example, selected.

you would typédeo and clickoKk if
you wanted the selected files to
be recognized as icon files.

Move files or folders— i

Moves the selected files s [ e s s =
or folders. . e |
Move To—Choose G v HOT Devio
to move the selected

I Divessmibs dai wing il

files or folders to one
of the locations
specified in théflove
To drop-down list.
SelectSpecified Folder, Recycle Bin, Windows Desktop, Up One Folder, or Out of All
Folders.

Browse—Only available when thgpecified Folder option is selected in the
Move To list. Use this button to specify where the selected files will be
moved. The location you specify displays in Ebider field.



Copy files or darhior. cpmohs eaparis
folders—Choose to frokem | oy s o bk g
move the selected files Goaw [ ora vim =
or folders to one of the
locations specified in
the Copy To drop-down
list. SelectSpecified
Folder, Recycle Bin, [0 ] _cwes |
Windows Desktop, Up One

Folder, or Out of All Folders.

T M crrymty mogbrg B

O0Be very careful when you choose to move large batches of files to the root
level of your hard drive. Due to the way the Windows operating system stores
filenames, you may run into a character limit if you copy files with long file
names to the root level of your drive.

Rename files or folders—Renames selected files or folders using the
naming conventions you specify.

Delete files or folders—Deletes selected files or folders.

Using the Rename Files or Folders Action

The following section only provides information on the various renaming
options available in the Action-specific properties pane of the Action
Properties dialog.

To rename files and folders using prefix text:

1 Select Rename Files or Folders in the Action drop-down list of the File Handler's
Action Properties dialog.

2  Select Prefix Text in the Style drop-
down menu. e =l

il & Tt
-
L el b iy

g Tewd
L2 | £t i
Cormreludor -+ Savand Bedos
Thadieds - Thisdilsds
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Type the text you want to At a0 popEi
use as a prefix in the Bt [Farara e ca bokses1 =l
names of the selected 1 [y =]
files or folders. An Tast [
example of what the Vi 1 2 r a
renamed files/folders will Banps Flle - DFsnikw
look like displays at the I e 1)

. T b e =+ DK Twd fia ce
bottom of the dialog.
Click 0K when you are o Cuca_ |
finished.

To rename files and folders using a prefix variable:

Select Rename Files or Folders in the Action drop-down list of the File Handler's
Action Properties dialog.

Select Prefix Variable in the Style drop-down list.
Choose the variable you

wantto use as a prefixin

the names of the 17 Kl =

selected files or folders. ::: r"' bl 5

An example of what the Yok 18 FEER AZZ I
renamed files/folders will e Palne || s | Ol

look like displays at the Secondrie o -1 (0Swcond e doc

bottom of the dialog. o ananaineaTRRMA

Click OK when you are [or ] _coe
finished.

To rename files and folders using a variabland text:

Select Rename Files or Folders in the Action drop-down list of the File Handler's
Action Properties dialog.

Select Variable & Text in the Style drop-down list.
Type the text you want to use in the Text box.
Choose the variable you

Siice-ipacille paoparisn
want to use from one of e e e 2 ot =
the Variahle radio buttons. 7 e 5
An example of what the Ie [
renamed files/folders will el 1M NS AT AT
look like displays at the Eorscle Fuilsbs - STIOKGE
bottom of the dialog. Secordledes - MK dac

Thed Bk b I, gt
Click OK when you are

finished.
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To rename files and folders using texand a variable:

Select Rename Files or Folders in the Action drop-down list of the File Handler’s
Action Properties dialog.

Select Text & Variable in the Style drop-down list.
Type the text you want to use in the Text box.
Choose the variable you

Aiica-ppacilic paopaies
want to use from one of | re——— 5
the Variable radio buttons.

ke | Tewt b Camplie x|

An example of what the Iee [
renamed files/folders will A ...
look like displays at the Emveple Fmilabd - QRARADI
bottom of the dialog. el der o [NAAD o

Thaed B chad o FARL dad
Click OK when you are

finished. L e

To rename files and folders by appending text:

Select Rename Files or Folders in the Action drop-down list of the File Handler's
Action Properties dialog.

Select Append Text in the Style drop-down list.
In the Text box, type the

text you want to add to k
. . I srara las o ke ﬂ
the end of the file or iy r
folder name. il I_rm -
An example of what the Umshe I r r '
renamed files/folders will Pongl Rrulssi -~ Rt ML
look like displays at the Fcorid e co o M. kg
bottom of the dialog. i et
Click OK when you are (I
finished.

To rename files and folders by appending a variable:

Select Rename Files or Folders in the Action drop-down list of the File Handler's
Action Properties dialog.

Select Append Variable in the Style drop-down list.
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Select the variable you
want to add to the end of
the file or folder name.
from the Variable radio
buttons.

An example of what the
renamed files/folders will
look like displays at the

bottom of the dialog.

Click OK when you are
finished.
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Deleting File Handler Actions

To delete a File Handler Action:

Select the My Actions tab in the

QuicKeys Editor.

Right-click the Action you want to

delete.

Select Delete from the context menu

that appears.

Choose Yes at the Confirm Delete
prompt. The Action is immediately

cleared from the Actions list.

v

= Fawiia]

=+ Thed Flnfdad
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Cut
Copy
HEste

Delete

Select All

Large lcons
Small [cons
Lizt

Details
Properties

Advanced >
Clear hot key
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Figure 82: Right-click an Action in the
My Actions tab and select
the Delete option from the

menu that appears.



Recent Files

The Recent Files Action gives you more precise control of the files you want
to locate than what is provided by the Windows operating system.It enables

@ you to find recently modified files by searching modification dates based on
the interval you specify. For example, if you download a new shareware
program from the Internet and cannot find it at a later time, Recent Files can
find it for you. You can set the following search options when you direct the
Recent Files Action to locate files:

* Files modified in the last 15 * Files modified in the last hour
minutes

* Files modified in the last 24 * Files modified in the last “X"
hours hours and “X” minutes

e Exclude the Windows
Temporary files from the
search
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Setting Up Recent Files Actions

There are two ways to create and edit QuicKeys Recent Files Actions: use

the Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard

To use the Setup Wizard, e
select the Setup Wizards tab

in the QuicKeys Editor and =~ HSSlges] — ===

. . ek ™
click the Recent Files -
button. Read the pages of 1 i i ¢ e Snd
. . Pl manble i e b by
each wizard dialog and AR
follow the instructions. At o
the beginning of the Setup sl [ baas [ e

Wizard, you are presented = [GemeReys| e
with options tcCreate an

Action, Edit an Action, Or Delete shb [Ther | Cend | e |
an Action. The setup for each

i i Figure 83: This dialog appears when you
of these options is right-click the Recent Files button in the
explained within the Setup Setup Wizards tab and choose to
Wizard create or edit a Recent Files Action.

Using the Action Properties Dialog

The following instructions assume you have Ahvays use Setup Wizards for
editing check box cleared in ttoptions dialog. Seg@page 39for more
information.

To use the Action Properties dialog to create or edit a Recent Files
Action, follow these steps:

Select File Tools from the Create menu.
Select Recent Files from the File Tools submenu.

Choose an option from the Action-specific properties pane of the dialog. For
example, choose In the last 15 minutes.



In the General tab of the
Action Properties
dialog, a name is
automatically assigned
to the Action. You can
use the assigned
Action name or type a
different one.

If you want to trigger
this Action from the
QuicKeys menu, click
the Include in QuicKeys
menu check box.
Click OK. Your new
Action immediately
appears in the My
Actions tab.

Close the QuicKeys
Editor and select the
Recent Files Action
from the QuicKeys
menu. All the files that

Grormri | Tomlbeoes | i B | Tomed Toogigens |

[Trvee II-.—Hr [E T | —_—

Holkap [40-17 Tl b by
I+ irehls m [k s nen

L=t o L]
Fred of i ponchia
= i el 15 it
o e st
£ It i Q. b

3 hl-"il_l-“.n I_rp-l--

F [lor shwen Perepirr et

o ] oee |

Figure 84: The Recent Files Action Properties dialog
appears when you select Recent Files from
the Create menu, or when you double-click
an existing Recent Files Action in the My
Actions tab.

have been modified in the interval you have specified are displayed in a list.

Deleting Recent Files Actions

To delete a QuicKeys Recent Files Crasti v

Action:

Select the My Actions tab in the Paste

QuicKeys Editor.

Right-click the Action you want to setect Al
delete. ey
Select Delete from the context menu List

that appears. w Details
Choose Yes at the Confirm Delete Properties

prompt. The Action is immediately
cleared from the Actions list.

Cut
Copy

Delete

Advanced 3
Clear hot key

Figure 85: Right-click an Action in the
My Actions tab and select
the Delete option from the
menu that appears.
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Chapter 8:
Using System Tools

Button Click

System Tools encompass the Button Click, Mouse Click, QuicKeys
Clipbook, Run Script, Screen Settings, Select Menu, Type Keystroke, and
Windows Specials Actions. These Actions are invaluable if you like to
control or change the appearance and behavior of the Windows
environment, but you don’t like digging around in the system preferences.
You can use the System Tools Actions to change your screen settings, cut
and paste text and graphics to your Clipbook, rearrange the windows on
your desktop, run scripts, and much more.

The Button Click Action clicks dialog buttons in the frontmost window. For
example, you might want a Action that clicks daecel button in a dialog
when you press Alt+Ctrl+C. This is a useful Action to incorporate into your
QuicKeys Sequences.
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Setting Up Button Click Actions

To insert a Button Click Action in a Sequence:

Open the SequenCe EaitOr. gy —— N - |

Position the insert arrow St Py
where you want to insert Ao Hirus
the Button Click in the = T ke
Sequence. T s intion b i
From the Create menu, . Ll
Fwadl buatic. by 10
select System Tools. S T

Select Button Click from the
System Tools submenu.
Complete the Sequence
Action Properties dialog

Fa'el fidrel G vaniicee e /s
il Wwrulone Propsien

e batier. i i

. . . 7 Lk g " Chch wiwn pe =
that is shown in Figure 86
and click OK.
g el hpafbryg
T s | DT I
AT I dap gL i reclly s =

I

Figure 86: The Action Properties dialog for the
Button Click Sequence tool

Button Click Options

Find button by name—Locates a dialog button using the information in the
Button Text box.
Button text—Type the name of the button.

Exact match—SelectExact match if the button text must match the
button in the softwareactly.

Find button by coordinates—The intersection of the X and Y coordinates
where the mouse click should occur.

X—The horizontal coordinates for the mouse click.

Y—The vertical coordinates for the mouse click.

Find button by ID—The Button Click looks for a program-specific ID
rather than looking for coordinates. Button IDs are typically only known by
developers, so the IDs are not commonly used.



Mouse Click

Set Window Properties—Displays theWindow Properties dialog, which
allows you to select a specific window with your mouse. See Figure 155 on
page 202 for more information.

A check box that is “on”

When button is found—Choose whether td v
alwaysclick the button or radio button, clic
the button only when it'en, or click the
button only when it'off. The same rules | & A radio button that is “on”
apply to check boxes. If you want to look ft
a checked check box, sel€titk always or
Click when on. If you want to look for an

|- A check box that is “off”

DI
C A radio button that is “off”

Figure 87: This is an illustration

unchecked check box, sel€titk always or of how QuicKeys
. defines which
Click when off. buttons are “on” and

. . which are “off.”
Mouse button—The button that is clicked

for this Action. TheMiddle button option is not applicable unless you have a
third mouse button.

Modifiers—The keys that must be pressed in combination with the mouse
click.

If step succeeds-If the Button Click functions properly, this list specifies
what the Sequence should do next. For example, it can stop the Sequence,
and notify the user, continue to the next step of the Sequence, or skip to the
next step.

If step fails—If the Button Click functiongmproperly the list that appears
specifies what the Sequence should do next. For example, it can stop the
Sequence, stop the Sequence and notify the user, continue to the next step
of the Sequence, or skip to the next step.

The Mouse Click Action allows you to mimic a mouse click with a
keystroke. This Action is especially useful in QuicKeys Sequence Actions
because there are times when there is no keyboard equivalent for the option
you want to select. For example, if you are recording a Sequence that opens
your weekly report in Microsoft Word and then perfornssva Ass command

to save the file to a specific directory, the Sequence will use a Mouse Click
Action to tell your computer to click thip One Folder Level icon. This

specifies the directory at the appropriate time in the Sequence of Actions.
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The Mouse Click Action is based on screen coordinates, which most users
are unfamiliar with. Consequently, it is likely that the only time you will
open the Mouse Click Action is when you are editing the Mouse Click
information after recording a Sequence.

Setting Up a Mouse Click Action

To insert a Mouse Click Action in a Sequence:

1 Open the Sequence in

which you wantto inserta T
Mouse Click. S Cihramss | Mo Do Cosdrater
2 Position the insert arrow LA # Rghmesd bo
where you want to insert s | E1° e =l
the Mouse Click in the Fagra iy
Sequence. s S
Franirrd mepen
3 From the Create menu, R e Sehd proen_ |
select System Tools. e "
4 In the System Tools W Lol by I Ganyaliy
submenu, select Mouse " Baimam I i ki
Click. % "2 [ B s s
5 Complete the Sequence
Actlt_)n Propertles_ dialog [P rp——— 7
that is shown in Figure 88
and click OK. N ¢ s ke rm =
| =3 | Cawal |

Figure 88: The Action Properties dialog for the
Mouse Click Sequence tool
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Mouse Click Options

Click mouse at—Choose the coordinates for the mouse click as well as the
point from which those coordinates are measured.

Release mouse at-Choose the coordinates for the release of the mouse
click.

Double click—Double click the mouse.
X—The horizontal coordinates for the mouse click.
Y—The vertical coordinates for the mouse click.

Referenced from—The point from which the coordinates are measured.
Options include Top Left, Top Right, Bottom Left, Bottom Right, Current
Mouse Position.

Relative to—Choose whether the mouse click coordinates occur relative to
the Screen, the Frontmost program window, or the Window selected using
the Select Properties button.

Mouse button—The mouse button that is clicked for this Action. Finizle
button option is not applicable unless you have a third mouse button.

Modifiers—The keys that must be pressed in combination with the mouse
click.

If step succeeds-If the Mouse Click functions properly, this list specifies
what the Sequence should do next. For example, it can stop the Sequence,
and notify the user, continue to the next step of the Sequence, or skip to the
next step.

If step fails—If the Mouse Click functionsnproperly the list that appears
specifies what the Sequence should do next. For example, it can stop the
Sequence, stop the Sequence and notify the user, continue to the next step
of the Sequence, or skip to the next step.
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QuicKeys Clipbook

Chapter 8

If you ever use a word processor or an E-mail program, you probably also
use the Ctrl+X, Ctrl+C, and Ctrl+V key combinations to cut, copy and, paste
text and graphics to and from your Clipboard. But were you ever frustrated
by the limitations of the Clipboard? First of all, you can only store one item
in the Clipboard. Secondly, you can't realigwwhat's currently in the
Clipboard unless you made a special effort to install the rather awkward
Clipbook or Clipboard Viewer in Windows 95 or 98.

The QuicKeys Clipbook Action remedies both of these system limitations
and adds a lot more functionality to the whole Clipboard feature. For
example, the QuicKeys Clipbook preserves stylized text, font information,
and color. Plus, with the QuicKeys Clipbook, you can store any item you add
to the Clipbook for as long as you want. For times when the Type Text
Action can't hold enough text, use the Clipbook Action. You can also
manageyour stored Clipboard items using the Clipboard Editor. You have
much better control and functionality with the Clipbook Action than you
have with comparable system tools.



Selectafile,a
block of text,

selected item to
the Clipbook.

JL

or a graphic Select the

toaddtoyour ~ QuicKeys X

QuicKeys Clipbook “copy’ The selected
Clipbook. trigger to add the item is added to

the QuicKeys
Clipbook.

5_:-.=|=|.g--u—.q.-—.._

€

o i

Figure 89: To use the QuicKeys Clipbook, you first add Clipboard
items to your Clipbook collection.

After you add clips to
the QuicKeys
Clipbook, select the
“paste” trigger and
choose which
Clipbook clip to paste.

) m| ] O e s

The clip you
select is pasted
into your open
document.

Figure 90: When you have items in your Clipbook, you can then
paste them into your documents with a simple

QuicKeys trigger.

Using System Tools



Chapter 8

QuicKeys Clipbook vs. the System Clipboard

You can add up to 185 items to the
QuicKeys Clipbook.

The system Clipboard allows one item in
the Clipboard.

The QuicKeys Clipbook can store and
display any type of information you
specify, such as a file, selected text,
graphics, etc.

The System Clipboard Viewer program
does not display items other than text and
graphics well.

You can save QuicKeys Clipbook clips
simply by setting up an “Copy selection to
Clipbook” Action.

There’s no way to save a clip in the
Windows operating system unless you
have specifically chosen to install the
Clipboard View in Windows 98 or the
Clipbook in Windows 95.

The QuicKeys Clipbook saves multiple
items quickly.

If you have the Windows clipboard utilities
installed, you must go through the
standard save dialogs for each individual
item you select.

The QuicKeys Clipbook provides an editor
where you can copy selected clips to the
system Clipboard, paste items from the
system Clipboard into the QuicKeys
Clipbook, delete selected clips, and
rename selected clips.

The Windows solution has no straight
desktop interface for the Clipboard.
Windows 95 clipbook has an editing
capability, but it advertises its contents to
the network when access privileges are
set up because it is a network program.

You can keep items in the QuicKeys
Clipbook for as long as you want.

The system Clipboard can only hold a
single item.
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Setting Up the QuicKeys Clipbook Action

There are two ways to create and edit QuicKeys Clipbook Actions: use the
Setup Wizard or use the Action Properties dialog. Since the QuicKeys
Clipbook requires the creation of multiple Actions to function, the Setup
Wizard provides the most efficient way to set it up the first time you use it.

Using the Setup Wizard

To use the Setup Wizard, select Sketp Wizards tab in the QuicKeys Editor
and click theQuicKeys Clipbook button. Read each of the dialogs in the Setup
Wizard and follow the instructions. At the beginning of the Setup Wizard,
you are presented with option<teate an Action, Edit an Action, Delete an Action,

or Create/edit multiple Actions. The setup for each of these options is explained
within the Setup Wizard.

If you are setting up the QuicKeys Clipbook for the first time, follow
these steps:

Click the QuicKeys Clipbook button in the Setup Wizards tab.
Read the introduction page and click Next.
Select Create/edit multiple Actions and click Next.

Click the check box for Copy selection to clipbook, Open Clipbook Editor, and Prompt
for list of items to paste.

Clickinthe Hot | I - . . e Vienu

key column and —column to toggle
press the hot key sk g | between showing or
you want to use to T I Ha iy [ Fhers | not showing the
trigger the Action. o Lopw pilet o i ol ok g i el bl by ¥ Action in the
i n QuicKeys menu.

Select the
ggﬁﬁk/g;%)é;or Click the Clear hot
you want to [ TR '—I— key button to delete
use. a th key

5 o cherch o ' o assignment.

& i Pl
-ﬂ-&nh@mﬁmmmhm"hhn-in—m.

ek [ P | G | b |

Figure 91: Use the “Create/Edit Multiple Actions”
option in the Setup Wizard to set up up
several Actions simultaneously.

Using System Tools 121



Chapter 8

5

Click in the Menu column for each of these options so they can be triggered
from the QuicKeys menu. The menu column should display a Yes for each of
the options you selected.

Click Finish.

Now, you need to add some clips to your clipboard by choosing items and
selectingCopy selection to clipbook from the QuicKeys menu. When you have
collected some clips, you can start inserting them in your documents by
selectingPrompt for item to paste in the QuicKeys menu. There is no need to
interact with the system Clipboard at all.

OYou must exit the Clipboard Editor before you can see your newly added

A WN P

clips in thePrompt for item to paste window.

Using the Action Properties Dialog

Since the QuicKeys Clipbook requires the creation of multiple Actions to
function, the Setup Wizard provides the most efficient way to set it up the
first time you use it. ThAction Propertieslialog is best used for creating a
single QuicKeys Clipbook Action or editing your existing Actions.

The following instructions assume you have Ahvays use Setup Wizards for
editing check box cleared in the Options dialog. fage 39for more
information.

To use the Action Properties dialog to create or edit a QuicKeys
Clipbook Action, follow these steps:

Select System Tools from the Create menu.
Select QuicKeys Cliphook from the System Tools submenu.
Choose an option from the Action-specific properties pane of the dialog.

In the General tab of the Action Properties dialog, a name is automatically
assigned to the Action. You can use the assigned Action name or type a
different name.



5

I you want to trigger T S |
the QuicKeys Clipbook et —

Actions from the Reb] A S| T T |
QuicKeys menu, select oy [P e 2 m e e e
the Include in QuicKeys
menu check box.

Hoitay | Chpan bcdiap

U This Action is also a good

6

candidate for an Action

menu button on a toolbar. -
Ackon 17 Puaia pessslscred s | FTETTT S -
See page 56 for more o) =l
™ Proargt il of e bn pacts bers Cipbock

information.
. 7 Lopy pelectmnin [
Click OK. Your new ,,u:;n IFI:W
Action immediately
appears in the My -
Actions tab. [ o | e |

Close the QuicKeys Figure 92: You must add items to your Clipbook using

Editor and trigger one the “Copy selection..” Action before
of the QuicKeys anything displays in the “Paste preselected
Clipbook Actions. The item...” list.

Action-specific option
you selected should react immediately to the trigger.

Using the QuicKeys Clipbook Action

Figure 89 and Figure 90 provide a general illustration of how the QuicKeys
Clipbook works. First, you create a QuicKeys Action that adds clips to your
QuicKeys Clipbook. Then you create a QuicKeys Action that lets you
choose which clips you want to paste. If you want to view the QuicKeys
Clipbook Editor to see all the clips you are storing, you can create a trigger
that displays that as well. This feature extends the functionality of the
system’s Cut and Paste features, so you can maintain and use frequently-

used files, text, and graphics with ease.
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The Clipbook Editor

You can use the Clipboard Editor to view, copy, paste, delete, or rename
your clips. The Clipboard Editor appears when you trigge@jttreClipbook
Editor Action. You can close the Clipbook Editor by selecExitgfrom theFile
menu or by clicking the close box.

Pastes the System
Clipboardcontents  Deletes the
into the QuicKeys  selected clip.
Clipboard.

Renames the
selected clip.
Copies the
selected clip
to the System | = o =
Clipboard. B Ed
| | ¥| | O QuicHoys Clipbook

The clips you ﬁ# F ITC TwirE TTHAE oD Lialel
have added to G SR P AEREEENEE T
the Clipbook Calsiry v Dl ey
using the "Add AREFLLL Y READ: THE RS AHD ——A preview of the
selection to wak by Flapod WIS OF 1 LCERSE SuD LB ED selected clip.
clipboard” WARMTY L i Previews are only
option or the REEHENT [RIFEENEHT J BRI MUGER  available for
Copy button POSSERSIL OF THE FUOGASE VU AGEEE selected text and
shown above. T S 10 AL Tt TR T graphics. They are

LAREEMERT . 00 HOT UK THE SOFTeE nlc_Jt available for all

il 1] .
Information on :lﬂ:'ull-“u T AETUSH THE ERTIERE FliliasE clips
the selected clip— L i

Figure 93: The Clipbook Editor

QuicKeys Clipbook Options

Below is a description of the Action-specific properties available with the
QuicKeys Clipbook Action.

Paste preselected item from Clipbook-Pastes a specific block of text or
a graphic that you have chosen into a document.

OThe Preview area of the Clipbook Editor does not display any information if a
file is selected. It can only display selected text and graphics.
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Prompt for list of items to
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in Figure 94 so you can R {2571 FE20 1146 TEF5 4D
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Figure 94: When you trigger the Paste function
of the Clipbook Action this window
appears. Select a clip to use and
click the Paste button.

Copy selection to

Clipbook—Adds the selected text or
graphic image to the clipbook, where it is e mas

stored until you delete it. You can store uj T
to 185 items in the QuicKeys clipbook.

£ riwn i e Fo B chpicd: e

Figure 95: When you trigger the

Open Clipbook Editor—Displays the }‘Cop;y seltfect:l'Elion”

H H H H unction o e

items being stored in the QuicKeys Clipbook Action this

clipbook. You can then select an item and window appears. Type
. a name for the clip and

proceed to paste it into a document. click OK.
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Run Script
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Deleting Clipbook Actions

To delete a QuicKeys Clipbook Bioets ;
Action: -
. . Ci

Select the My Actions tab in the i

QuicKeys Editor. Delets

Right-click the Action you want to setest Al

delete. Large lcons
Small lcons

Select Delete from the context menu List

that appears. w Details

Choose Yes at the Confirm Delete Froperties

Advanced 3

prompt. The Action is immediately Clear hat key

cleared from the Actions list.

Figure 96: Right-click an Action in the
My Actions tab and select
the Delete option from the
menu that appears.

The Run Script Action executes scripts. Scripts are instructional commands
written in a computer language that is recognized by specific programs or
script engines. The Run Script Action is only available fronGiiate menu.

The Run Script Action is useful for running scripts with a simple QuicKeys
trigger.

If you know how to write Windows scripts, QuicKeys can run them as long
as the appropriate script engine is installed on your computer. You can create
and run java scripts, visual basic scripts, or any other type of scripts
Windows Scripting Host supports. Windows Scripting Host (WSH) is a
language-independent scripting host for 32-bit Windows platforms.

Setting Up the Run Script Action

You can create and edit QuicKeys Run Script Actions using the Action
Properties dialog.
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Using the Action Properties Dialog

The following instructions assume you have Alays use Setup Wizards for
editing check box cleared in the Options dialog. fage 39for more
information.

To use the Action Properties dialog to create or edit a Run Script Action,
follow these steps:

Select System Tools from the Create menu.
Select Run Script from the System Tools submenu.

Choose a script for QuicKeys to launch. Use the Browse button to navigate
through your directories if you cannot type the path of the script.

In the General tab of e e e— |

Action Properties -—
dialog, a name is 4| i | At eupn| T Toguen |

automatically assigned e [P o Pl e
to the Action. You can

. Hollag |hil - Liv< 11 Cigw b b
use the assigned I oL
Action name or type a
different name.

I irehds i [k s e

If you want to choose a “;f":'“"’

hot key to trigger this fPutFaces e o |
Action, click in the Hot e

key box and press the

key(s) you want to use. T .

For example, press the
Shift key, the Gontrol key,
and the F8 key
simultaneously.

Click OK. Your new Action immediately appears in the My Actions tab.

Close the QuicKeys Editor and press the hot key or other trigger you assigned
to this Action. The script you selected should immediately launch.

Run Script Options

Below is a description of the Action-specific properties available with the
Run Script Action.

Select Script—ype the directory path for the script in this field.

Browse—Click the Browse button to navigate to the location of the script.
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Deleting Run Script Actions

To delete a QuicKeys Run Script
Action:

Select the My Actions tab in the
QuicKeys Editor.

Right-click the Action you want to
delete.

Select Delete from the context menu
that appears.

Choose Yes at the Confirm Delete
prompt. The Action is immediately
cleared from the Actions list.

Screen Settings

(=]

Chapter 8

The Screen Settings Action is useful if you need to change your screen
settings for different programs or different monitors. For example, if you use
your laptop computer with a desktop monitor when you are at work, you
may want to create a Screen Settings Action that automatically switches
between the laptop screen settings and the desktop screen settings. The
settings available in the Screen Settings Action depend upon the capabilities

of your monitor and video card.

Create

Cut
Copy
Baste

Delete

Select All

Large lcons
Small lcons
Lizt

» Details

Properties
Advanced
Clear hot key

|3

Figure 97: Right-click an Action in the
My Actions tab and select
the Delete option from the
menu that appears.
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Setting Up the Screen Settings Action

There are two ways to create and edit QuicKeys Screen Settings Actions: use

the Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard
To use the Setup Wizard, gy ——

select th&etup Wizards tab in

the QuicKeys Editor and rires e o
click theScreen Settings Dl e

button. Read each of the SR gt

dialogs in the Setup Wizard DR T T T — |
and follow the instructions. =

At the beginning of the [E==Sh | —t

Setup Wizard, you are |GhsicKeys

presented with options to

Create an Action, Edit an Action, spuh [Ty ] Cewd | e |
Delete an Action, Or Create/edit

; ; Figure 98: This dialog appears when you click the
multiple Actions. The setup for Screen Settings button in the Setup

each of these options is Wizards tab and choose to create or
explained within the Setup edit a Screen Settings Action.
Wizard.

Using the Action Properties Dialog

The following instructions assume you have Alays use Setup Wizards for
editing check box cleared in the Options dialog. fage 39%for more
information.

To use the Action Properties dialog to create or edit a Screen Settings
Action, follow these steps:

Select System Tools from the CGreate menu.
Select Screen Settings from the System Tools submenu.
Choose a screen setting from the Action-specific properties pane of the dialog.

In the General tab of the Action Properties dialog, a name is automatically
assigned to the Action. You can use the assigned Action name or type a
different one.

Using System Tools



Chapter 8

5 If you want to trigger
this Action from the
QuicKeys menu, click
the Include in QuicKeys
menu check box.

6 Click OK. Your new
Action immediately
appears in the My
Actions tab.

7 Close the QuicKeys
Editor and select the
Screen Settings Action
from the QuicKeys
menu. The screen
settings should change
immediately after you
trigger the Action.

Gormril | Tumlhsoes | it Boper | Torwd T |

[Trree | 1w PO High ks

ity | Clgan ek oy
i ks m Qrack s nen

TR IO | 2 T

o [ 5 _ e |
[ ] teew |

Figure 99: The Screen Settings Action Properties
dialog appears when you select the Screen
Settings Action from the Create menu, or
when you double-click an existing Screen
Settings Action in the My Actions tab.

Screen Settings Options
Below is a description of the Action-specific properties available with the

Screen Settings Action.

Screen Settings—Choose the settings you want to use for your screen
display. 4-bit uses fewer colors than 16-bit, so it does not display images as

sharply.

OThe settings that display in tBereen Settings list depend upon the capabilities
of your video card and monitor.

Test—Changes the display so you can see what your screen setting

selection looks like.



Select Menu

B

OThe Select Menu Action is most often used within QuicKeys Sequences, but
it can also be used to create single-task Actions.

Deleting Screen Setting Actions

To delete a QuicKeys Screen
Settings Action:

Select the My Actions tab in the
QuicKeys Editor.

Right-click the Action you want to
delete.

Select Delete from the context menu
that appears.

Choose Yes at the Confirm Delete
prompt. The Action is immediately
cleared from the Actions list.

You can select any item from a menu without using a mouse now that you
have the Select Menu Action at your disposal. Select Menu is useful when
you want to avoid using your mouse, or when you want to select a menu item
that does not have a hot key assigned to it. For example, you can use this

Create

Cut
Copy
Baste

Delete

Select All

Large lcons
Small lcons
Lizt

» Details

Properties
Advanced
Clear hot key

|3

Figure 100: Right-click an Action in

the My Actions tab and
select the Delete option
from the menu that

appears.

Action to assign a single hot key that select€theommand in all of your

programs.
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Setting Up Select Menu Actions

There are two ways to create or edit QuicKeys Select Menu Actions: use the
Setup Wizards tab or use th#y Actions tab.

Using the Setup Wizard

To use the Setup Wizard, gy ——
select theSetup Wizards tab in

the QuicKeys Editor and ; orde g sy b
click theSelect Menu button. Ok N

Read the pages of each ]

wizard dialog and follow the

instructions. At the e
beginning of the Setup . f:;.,.,d,

Wizard, you are presented | @uicheys " G

with options tcCreate an

Action, Edit an Action, Or Delete BT T .

an Action. The setup for each
i i i Figure 101: This dialog appears when you click
Of, th,ese options is ?Xplamed the Select Menu button in the Setup
within the Setup Wizard. Wizards tab and choose to create or
edit a Select Menu Action.

Using the Action
Properties Dialog

The following instructions assume you have Alvays use Setup Wizards for
editing check box cleared in ttoptions dialog. Seg@age 39for more
information.

To use the Action Properties dialog to create or edit a Select Menu
Action, follow these steps:

1 Choose System Tools from the Create menu.
Choose Select Menu from the System Tools submenu.

3 Specify the menu item you want QuicKeys to locate when this Action is
triggered.

N
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In the General tab of the
Action Properties
dialog, a name is
automatically assigned
to the Action. You can
use the assigned
Action name or type a
different name.

If you want to choose a
hot key to trigger this
Action, click in the Hot
key box and press the
key(s) you want to use.
For example, press the
Shift key and the F3 key
simultaneously.

Click OK. Your new
Action immediately
appears in the My
Actions tab.

Close the QuicKeys
Editor and press the hot
key or other trigger you
assigned to this Action.
The menu item is
immediately selected.
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Figure 102: The Select Menu Action Properties dialog

appears when you choose the Select Menu
Action from the Create menu, or when you
double-click an existing Select Menu
Action in the My Actions tab.
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Select Menu Options

Below is a description of the Action-specific properties available with the
Select Menu Action.

Menu Item—This option is available in the Setup Wizard. Type the name
of the menu item you want to select in this box.

Browse—This option is available in Search Help
both the Setup Wizard and the Action_ 4 &2
Properties dialog. As soon as you clicl o o
theBrowse button, the QuicKeys Editor = +-..
disappears and a recording palette Yekiy bl
displays. Select the menu item you e
want to use for this Action. The =
QuicKeys Editor immediately
reappears with the name of the menurigure 103: In this illustration, the

item you selected displayed in thenu b et oot

Item field. To cancel the Browse option, the Word Wrap option
. in the Notepad

press th& button on the recording program.

palette.

OThe recording palette remembers its previous position on your screen when it
opens.
Starts with—Requires that the menu item QuicKeys searches for must
start with the characters supplied in the Menu Item box.

Exact match—Requires that the menu item QuicKeys searches for must
exactly match the characters supplied in the Menu Item box. This means
that the search is case sensitive.

Contains—Requires that the menu item QuicKeys searches for must
contain the characters supplied in the Menu Item box.

[Menu Choice To Select] Menu text-This option is available in the
Action Properties dialog. Type the name of the menu item you want to select
in this box.
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[Menu Choice To Select] Menu IB—This option is available in the Action
Properties dialog. Menu IDs vary from program to program. Therefore, the
Menu ID field should only be populated when you clickBlase button

and QuicKeys records the Menu ID number for the menu item selected. The
Menu ID number is useful when a menu contains information, such as
colors, that cannot be specified in theau text field. It is also useful if the

menu item toggles between two options, suckedsandundo.

[Choose menu item from] Active program menu—This option is

available in the Action Properties dialog. Use this option to select an item
from the menus displayed in the currently active program. For example, if
Microsoft Word was the foreground program on your desktop, this Action

would select an item from one of Word’s menus.

[Choose menu item from] Active
program system menu—This option is Bestore

available in the Action Properties dialog. g::e

Use this Action to select an item from the ' yiimie

menu that displays when you click the e

program icon in an open program. The Close  Al+F4

program icon is the icon in the upper left Figure 104: This is an example of

corner of a window. the program system
menu for Microsoft
Excel.

[Choose menu item from] Active

document system meng-This option is [ B ete Edt view mser
available in the Action Properties dialog. | & gestore .
Use this Action to select an item from the Isie
menu that displays when you click the s
program icon in an open document. The = "™
program icon is the icon in the upper left
corner of your document window.

(5 [ awifiize

X Close Crrl+w

Figure 105: This is an example
the document
system menu for
Microsoft Excel.
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[Choose menu item from] Start menu—

This option is available in the Action
Properties dialog. Use this option to select an
item from the Windows Start menu.

[Choose Menu] Context menu—Fhis option
is available in the Action Properties dialog.
Use this option when you want to select a
context menu item within a Sequence. Context
menus appear when you right-click your '
mouse.

Deleting Select Menu Actions

To delete a Select Menu Action: Create R
Select the My Actions tab in the EU‘

. . apiy
QuicKeys Editor. =
Right-click the Action you want to Delete
delete. Select Al
Select Delete from the context menu ;:::l';;::
that appears. List
Choose Yes at the Confirm Delete w Dt
prompt. The Action is immediately Propertiss
cleared from the Actions list. *éf“’a’:ﬁ >

ear hat key

Figure 106: Right-click an Action in
the My Actions tab and
select the Delete option
from the menu that
appears.




Type Keystroke

Bk

To truly personalize your computer, you need to have the ability to choose
how you interact with it. QuicKeys gives you this ability with the Type
Keystroke Action. This Action provides a way to change hot key
assignments built into your programs with QuicKeys hot keys that make
sense to you.

The Type Keystroke Action is useful when you want to substitute one key
for another. For example, if you upgrade one of your programs only to find
that all your favorite built-in shortcut keys have been changed, you can just
change them right back to what you're accustomed to using with the Type
Keystroke Action.

Setting Up Type Keystroke Actions

There are two ways to create and edit QuicKeys Type Keystroke Actions:
use the Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard

To use the Setup Wizard, - gy ——
select theSetup Wizards tab in

the QuicKeys Editor and | The Keystmia | R
click theType Keystroke

button. Read each of the
dialogs in the Setup Wizard
and follow the instructions. Zo
At the beginning of the
Setup Wizard, you are (GicKeys|

presented with options to

Create an Action, Edit an Action, s b oot | e |

or Delete an Action. The setup
i ic Figure 107: This dialog appears when you click
for eajCh of t,he,se options Is the Type Keystroke button in the Setup
explained within the Setup Wizards tab and choose to create or
Wizard edit a Type Keystroke Action.

Eapitt: |
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Using the Action Properties Dialog

The following instructions assume you have Alays use Setup Wizards for
editing check box cleared in the Options dialog. fage 39for more
information.

To use the Actions Properties dialog to create or edit a Type Keystroke

Action, follow these steps:

Select System Tools L ———————
from the Create menu. — i
# | Tsboges | isiors S| Tovd Tt |
Choose Type Keystroke
from the System Tools fiws oo -F
submenu. Hollag [Ov" P
Type the keystroke you ™ Srchucks i Qick s i
want to replace in the
Action-specific P e T
properties pane of the PRV e |
dialog.

In the General tab of the
Action Properties
dialog, a name is

automatically : _
assigned to the Action. el e
You can use _the Figure 108: The Type Keystroke Action Properties
assigned Action name dialog appears when you select the Type
or type a different Keystroke Action from the Create menu, or
name when you double-click an existing Type

Keystroke Action in the My Actions tab.
If you want to choose a

hot key to trigger this
Action, click in the Hot key box and press the key(s) you want to use. For
example, press the Gontrol key and the P key simultaneously.

Click OK. Your new Action immediately appears in the My Actions tab.

Close the QuicKeys Editor and press the hot key or other trigger you assigned
to this Action. The trigger you selected should immediately have the same
effect as the key it replaced.




Type Keystroke Options

Below is a description of the Action-specific properties available with the

Type Keystroke Action.

Key or Key(s) to reassigr—The key you will no longer use. The Type

Keystroke Action enables you to substitute a QuicKeys hot key for this key.

Deleting a Type Keystroke
Action

To delete a QuicKeys Type
Keystroke Action:

Select the My Actions tab in the
QuicKeys Editor.

Right-click the Action you want to
delete.

Select Delete from the context menu
that appears.

Choose Yes at the Confirm Delete
prompt. The Action is immediately
cleared from the Actions list.

Create 3

Cut
Copy
FEgte

Delete

Select Al

Large lcons
Small lcons
List

» Details
Properties

Advanced 3
Clear hot key

Figure 109: Right-click an Action in

the My Actions tab and
select the Delete option
from the menu that
appears.
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The Windows Specials Action is

useful for controlling the appearance and

behavior of the Windows operating system without mousing around or

wading through the Start menu.
Windows Specials include:

* Close Front Window

* Minimize Front Window
» Cascade Windows

* Minimize All Windows
» Tile Windows Vertically
» Power Off Computer

» Shutdown Computer

The controls, or Actions, available using

* Maximize Front Window

Restore Front Window

* Close All Windows

» Tile Windows Horizontally
Log Off Computer

* Restart Computer

Setting Up the Windows Specials Action

There are two ways to create and edit QuicKeys Windows Specials Actions:
use the Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard

To use the Setup Wizard, select prmmm ——

the Setup Wizards tab in the
QuicKeys Editor and click the
Windows Specials button. Read
each of the dialogs in the Setup
Wizard and follow the
instructions. At the beginning of
the Setup Wizard, you are
presented with options Geate

an Action, Edit an Action, Delete an
Action, or Create/edit multiple

Actions. The setup for each of
these options is explained within
the Setup Wizard.
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Figure 110: This dialog appears when you
click the Windows Specials button
in the Setup Wizards tab and

choose to create or edit a
Windows Specials Action.



Using the Actions Properties Dialog

The following instructions assume you have Alays use Setup Wizards for
editing check box cleared in the Options dialog. fage 39for more
information.

To use the Action Properties dialog to create or edit a Windows Specials
Action, follow these steps:

Select System Tools from

T S |
the Create menu.

Select Windows Specials
from the System Tools
submenu.

Choose an option from
the Action-specific
properties pane of the
dialog. For example,
choose Log off to have
QuicKeys log off your
computer for you.

In the General tab of the
Action Properties
dialog, a name is
automatically assigned
to the Action. You can
use the assigned Action
name or type a different
name.

If you want to choose a
hot key to trigger this
Action, click in the Hot
key box and press the
key(s) you want to use.
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Figure 111: The Windows Specials Action Properties
dialog appears when you select the
Windows Specials Action from the Create
menu, or when you double-click an
existing Windows Specials Action in the
My Actions tab.

For example, press the Alt key, the Gontrol key, and the L key simultaneously.

O If you intend to use several of the Windows Specials Actions, it may be

most efficient to place a Windows Specials Action Menu toolbar button on a
toolbar to trigger the Actions. See page 56 for more information on creating
Action Menu buttons.

Click OK. Your new Action immediately appears in the My Actions tab.

Close the QuicKeys Editor and press the hot key or trigger you assigned to this
Action. The task you chose from the Action-specific properties pane of the
dialog is immediately triggered.
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Windows Specials Options

Below is a description of the Action-specific properties available with the
Windows Specials Action.

Cascade Windows—Staggers your windows across your screen.

Figure 112: You can automate your computer so all your open
windows cascade like this with a simple hot key.

Close All Windows—Closes all your open windows.

Close Front Window—Closes your frontmost window.

Log Off Computer—Logs you off your computer.

Minimize All Windows —Decreases the size of all your open windows.
Minimize Front Window —Decreases the size of your front window.
Restart Computer—Restarts your computer.

Shutdown Computer—Shuts down your computer.



Tile Windows Horizontally—Arranges the windows horizontally on your
screen.

....i—I:. - — | i r = .

Figure 113: You can automate your computer so all your open windows tile
horizontally like this with a simple hot key.
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Tile Windows Vertically—Arranges windows vertically on your screen.

Figure 114: You can automate your computer so all your open windows tile
vertically like this with a simple hot key.

Toggle front window size—Switches between a minimized and
maximized front window.

Power off compute—Shuts down your computer.



Deleting Windows Specials Actions

To delete a QuicKeys Windows
Specials Action:

Select the My Actions tab in the
QuicKeys Editor.

Right-click the Action you want to
delete.

Select Delete from the context menu
that appears.

Choose Yes at the Confirm Delete
prompt. The Action is immediately
cleared from the Actions list.

Create 3

Cut
Copy
Baste

Delete

Select All

Large lcons
Small lcons
Lizt

Dretails

Properties
Advanced 3
Clear hot key

Figure 115: Right-click an Action in

the My Actions tab and
select the Delete option
from the menu that
appears.
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Chapter 9:
Using Multimedia Tools

If you have the appropriate sound hardware you can use QuicKeys to play
your CDs or DVDs, set the volume for your individual audio devices, and
play specified sounds. This chapter provides instructions for setting up
CD/DVD, Set Audio Volume, and Play Sound Actions to control all these
tasks for you.

OYou must have a sound card installed for the multimedia tools to function
properly.

CD/DVD
With QuicKeys you can control your internal CD-ROM and DVD players.

With a trigger you can:

» Play a CD or DVD » Pause a CD or DVD
» Stop a CD or DVD « Skip to the Next Track
* Go back to the Previous » Eject the CD or DVD

Track



Setting Up the CD/DVD Actions

There are two ways to create and edit QuicKeys CD/DVD Actions: use the
Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard
To use the Setup Wizard,  pepmy e ——
select the Setup Wizards

tab in the QuicKeys Editor CODVD :"“‘""‘“""""“‘"
and click theeD/DvD button. -

Read each of the dialogs in

. sty [P 0
the Setup Wizard and -
follow the instructions. At o
the beginning of the Setup = || —

Wizard, you are presented = |@uicKeys
with options tcCreate an
Action, Edit an Action, Delete an b [oes | Cawd | v |

Action, or Create/edit multiple

; Figure 116: This dialog appears when you click
Actions. The setup for each the CD/DVD button in the Setup

of these options is Wizards tab and choose to create or
explained within the Setup edita CD/DVD Action.
Wizard.

Using the Action Properties Dialog

The following instructions assume you have Alays use Setup Wizards for
editing check box cleared in the Options dialog. fage 39%for more
information.

To use the Action Properties dialog to create or edit a CD/DVD Action,
follow these steps:

1 Select Multimedia Tools from the Create menu.
2 Select CD/DVD from the Multimedia Tools submenu.

Chapter 9



Choose an option from
the Action-specific
properties pane of the
dialog. For example,
select Pause.

In the General tab of the
Action Properties
dialog, a name is
automatically assigned
to the Action. You can
use the assigned
Action name or type a
different name.

If you want to choose a
hot key to trigger this
Action, click in the Hot
key box and press the
key(s) you want to use.
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Figure 117: The CD/DVD Action Properties dialog
appears when you select the CD/DVD
Action from the Create menu, or when you
double-click an existing CD/DVD Action in
the My Actions tab.

For example, press the Control key and the F2 key simultaneously.

U This Action is also a good candidate for an Action Menu toolbar button. See

page 56 for more information on Action Menu toolbar buttons.

6 Click OK. Your new Action immediately appears in the My Actions tab.

Close the QuicKeys Editor and press the hot key or other trigger you assigned
to this Action. Your CD-ROM drive should react immediately to the trigger as
long as there is a CD in the drive.

7

CD/DVD Options

Below is a description of the Action-specific properties available with the

CD/DVD Action.

Play—Plays the CD or DVD.

Pause—Pauses the CD or DVD.

Stop—Stops the CD or DVD.

Next Track—Skips to the next track on the CD or DVD.

Previous Track—Skips to the previous track on the CD or DVD.
Eject—Ejects the CD or DVD.

Using Multimedia Tools




Deleting CD/DVD Actions

To delete a QuicKeys CD/DVD
Action:

Select the My Actions tab in the
QuicKeys Editor.

Right-click the Action you want to setect Al
delete. -
Select Delete from the context menu List
that appears. w Details
Choose Yes at the Confirm Delete Properties
: P H Advanced 3

prompt. The Action is immediately Clo bt s

!

cleared from the Actions list.

Set Audio Volume

(¥

Chapter 9

Create

Cut
Copy
Baste

Delete

Figure 118: Right-click an Action in

the My Actions tab and
select the Delete option
from the menu that
appears.

The Set Audio Volume Action is useful when you want to be able to set every
option in your sound arsenal with a QuicKeys trigger. For example, with a

single QuicKeys trigger you can set the volume for all of your audio devices
or just one of the available devices. The available audio devices include:

* Master Out * Wave

* Synth « CD

See page 152 for an explanation of these terms.



Setting Up the Set Audio Volume Actions

There are two ways to create and edit QuicKeys Set Audio Volume Actions:
use the Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard

To use the Setup Wizard, e
select the Setup Wizards

tab in the QuicKeys Editor =~ FOEEEREEE SEEsfmmmnss s e

and click theset Audio R T

Volume button. Read each of o e T - |
the dialogs in the Setup i

Wizard and follow the Lt
instructions. At the el e

beginning of the Setup GuicKeys Pl

Wizard, you are presented

with options tcCreate an k. [T | Cowed | e |

Action, Edit an Action, Delete an
Figure 119: This dialog appears when you click

Action, or Create/edit multiple the Set Audio Volume button in the
Actions. The setup for each Setup Wizards tab and choose to
of these options is grcetziagﬁ.or edit a Set Audio Volume
explained within the Setup

Wizard.

Using the Action Properties Dialog

The following instructions assume you have Ahvays use Setup Wizards for
editing check box cleared in the Options dialog. fage 39for more
information.

To use the Action Properties dialog to create or edit a Set Audio Volume
Action, follow these steps:

1 Select Multimedia Tools from the Create menu.
2 Select Set Audio Volume from the Multimedia Tools submenu.
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ChoOSE an OptiON frOM e - |

the Action-specific PP £ [ e
properties pane of the - —

dialog. For example, (PSP [T Pty e
choose Master Qut. Btk o+ v+ 2 Pigai oty
In the General tab of the I jrehck n Duchaneni

Action Properties dialog,
a name is automatically
assigned to the Action.
You can use the
assigned Action name or

Los et p - - L]

s Do |t 14 =|

i Vom0 e

type a different one. " ;'::"

If you want to choose a I Faggl gk o

hot key to trigger this

Action, click in the Hot key I

box and press the key(s) Figure 120: The Set Audio Volume Action Properties

you want to use. For dialog appears when you select the Set
example, press the Shift Audio Volume Action from the Create

menu, or when you double-click an
key, the Coptrol key, and existing Set Audio Volume Action in the
the 2 key simultaneously. My Actions tab.

Click OK.Your new Action
immediately appears in
the My Actions tab.

Close the QuicKeys Editor and press the hot key or other trigger you assigned
to this Action. The audio volume should react immediately to the trigger.

Set Audio Volume Options

Below is a description of the Action-specific properties available with the
Set Audio Volume Action.

Master Out—Adjusts the volume in identical increments for every audio
device available on your computer. It's comparable to the universal remote
you have at home for your TV, VCR, and CD player.

Wave—Adjusts the volume for digitally sampled files on your computer.
Wave files contain a .wav or .mpg extension and are usually quite large in
size. An example of a wave file would be the harp-like sound your computer
makes when you turn it on (called “The Microsoft Sound.wav”).



Synth—Adjusts the volume for your Musical Instrument Device Interface
(MIDI) files. MIDI sound files are typically low fidelity sounds synthesized
by your computer that are much smaller in size than digitally sampled files.
An example of a Synth file would be the music you hear when you visit

some Web sites.

CD—Controls the volume for the computer’'s CD player.

Maximum—Turns the volume of the selected audio device to the loudest

setting.

Louder—Turns the volume of the selected audio device to the next

highest incremental setting.

Softe—Turns the volume of the selected audio device to the next lowest

incremental setting.

Toggle on and off—Turns the selected audio device alternately on and

off.

Deleting Audio Volume Actions

To delete a QuicKeys Set Audio
Volume Action:

Select the My Actions tab in the
QuicKeys Editor.

Right-click the Action you want to
delete.

Select Delete from the context menu
that appears.

Choose Yes at the Confirm Delete Properties
prompt. The Action is immediately *éi‘:’;ﬁiw v

cleared from the Actions list.

Create >
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Hazste

Delete
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Figure 121: Right-click an Action in

the My Actions tab and
select the Delete option
from the menu that
appears.
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The Play Sound Action is only available from theate menu. This is

because the Play Sound Action is typically used within QuicKeys
Sequences. You can use the Play Sound Action to play selected .wav sound
files when you select a QuicKeys trigger.

Setting Up the Play Sound Action

There are two ways to create and edit QuicKeys Play Sound Actions: use the
Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard

You cannot select the Play Sound Action fromSétep Wizards tab. You can,
however, use the Setup Wizard for this Action fromCileate menu.

To use the Setup Wizard with the Play Sound Action:

Select Options from the View menu.

verify the Always use Setup = e ———

Wizards for editing check box is
selected in the Options [ Sound [EEEEEEE
dialog and click OK. Chech Hat*

Back in the QuicKeys Editor,
select Multimedia from the it

create menu. r'i'.ll\. w L T T ettt o i e
Select Play Sound in the Las [T |
Multimedia submenu. E——

The Setup Wizard appears to
lead you through the process
of setting up the Play Sound
Action.

[ mes | Coes | b |

Figure 122: This dialog appears when you have
“Always use Setup Wizards for editing”
checked in the Options dialog and
you select Play Sound from the Create
menu.



Using the Advance Properties Dialog

The following instructions assume you have Alays use Setup Wizards for
editing check box cleared in the Options dialog. fage 39for more
information.

To use the Action Properties dialog to create or edit a Play Sound
Action, follow these steps:

Select Mulimedia T00lS e ——|

from the Create menu. e e —

Select Play Sound from e

the Multimedia Tools Baws 7 Hem Serd e

submenu. iy | Ciges g
Choose a sound file F i & fuck s nen

using the Browse button
in the Action-specific
properties pane of the
dialog.

Click the Test button if
you want to try out the [ ] o |

select sound file.

In the General tab of the Figure 123: The Play Sound Action Properties dialog
appears when you select the Play Sound

Sk T (o o
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Action Properties dialog, Action from the Create menu, or when you
a name is automatically double-click an existing Play Sound
assigned to the Action. Action in the My Actions tab.

You can use the
assigned Action name or
type a different name.

If you want to trigger the Play Sound Action from the QuicKeys menu, click the
Include in QuicKeys menu check box.

Click OK. Your new Action immediately appears in the My Actions tab.

Close the QuicKeys Editor and select the new Play Sound Action using the
trigger you specified. The selected sound file should immediately start playing.

Using Multimedia Tools
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Play Sound Options

Below is a description of the Action-specific properties available with the
Play Sound Action.

Sound file—Type the directory path for the sound file you would like to start
with a QuicKeys trigger. The file must havavav extension in the file name.

Test—Click theTest button to verify you selected the correct sound and that
the sound plays properly.

Browse—Click theBrowse button to navigate to the sound file you would

like to use.

Deleting Play Sound Actions

To delete a QuicKeys Play Sound
Action:

Select the My Actions tab in the
QuicKeys Editor.

Right-click the Action you want to
delete.

Select Delete from the context menu
that appears.

Choose Yes at the Gonfirm Delete
prompt. The Action is immediately
cleared from the Actions list.
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FEgte

Delete

Select Al
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Figure 124: Right-click an Action in
the My Actions tab and
select the Delete option
from the menu that
appears.



Chapter 10:
Using Network Tools

If your computer does not have access to other computers or the Internet, the

information in this chapter will probably not be applicable to you. If,
however, your computéson a network, there are several network tasks that
QuicKeys can help you with. These tasks include choosing printers and
network drives, as well as selecting Microsoft’s Dial-Up Networking
settings.

Choose Printer

0
=

The Choose Printer Action is useful if you frequently switch printers on your
network. For example, this Action can be extremely useful in QuicKeys
Sequences when you want to send a fax and switch back to your regular
printer once the fax is sent.

Setting Up the Choose Printer Actions

There are two ways to create and edit QuicKeys Choose Printer Actions: use
the Setup Wizard or use the Action Properties dialog.
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A WDN P

Using the SetupWizard  pr gy —
To use the Setup Wizard,

select the Setup Wizards
tab in the QuicKeys Editor
and click theChoose Printer —
button. Read each of the
dialogs in the Setup Wizard
and follow the instructions. Erli—

Chocar Prisder Tt i pari e e bl bl
ek ™

At the beginning of the |UBCKEYS | i acige o s v
Setup Wizard, you are
presented with options to b [l cesi | wa |

Create an Action, Edit an Action,
Delete an Action, or Create/edit
multiple Actions. The setup

for each of these options is
explained within the Setup Wizard.

Figure 125: This dialog appears when you click
the Choose Printer button in the Setup
Wizards tab and choose to create or
edit a Choose Printer Action.

Using the Action Properties Dialog

The following instructions assume you have Ahvays use Setup Wizards for
editing check box cleared in the Options dialog. fage 39for more
information

To use the Action Properties dialog to create or edit a Choose Printer
Action, follow these steps:

Select Network Tools from the Create menu.
Select Choose Printer from the Network Tools submenu.
Choose a printer from the Action-specific properties pane of the dialog.

In the General tab of the Action Properties dialog, a name is automatically
assigned to the Action. You can use the assigned Action name or you can type
a different name.



5

If you want to choose a
hot key to trigger this
Action, click in the Hot
key box and press the
key(s) you want to use.
For example, press the
Shift key, the Alt key, the
Control key, and the 0
key simultaneously.

Click OK. Your new
Action immediately
appears in the My
Actions tab.

Close the QuicKeys
Editor and press the hot
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key or other trigger you assigned to this Action. The printer you selected should
immediately become the default printer.

Choose Printer Options
Below is a description of the Action-specific properties available with the

Choose Printer Action.

Select printer—Displays a list of all the printers to which you have access.
You can add more printers to this list by selecting the Printer Control Panel
and choosing the Add Printer option.

Display message when printer has changeéDisplays a message when
your default printer has been changed.

Using Network Tools



Deleting Choose Printer Actions

To delete a QuicKeys Choose
Printer Action:

Select the My Actions tab in the
QuicKeys Editor.

Right-click the Action you want to

delete Large lcons
. Small lcons
Select Delete from the context menu List
that appears. w Details
Choose Yes at the Confirm Delete Properties
rompt. The Action is immediatel Advanced b
P P y Clear hot key

Create

Cut
Copy
Baste

Delete

Select All

cleared from the Actions list.

Figure 126: Right-click an Action in
the My Actions tab and
select the Delete option
from the menu that
appears.

Network Drives
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The Network Drives Action is useful if you need to access several different
network drives on a daily basis. The options available in the Network Drives
Action include:

» Connect to a network volume < Toggle connection

* Disconnect from a network
volume

Setting Up the Network Drives Action

There are two ways to create and edit QuicKeys Network Drives Actions:
use the Setup Wizard or use the Action Properties dialog.



Using the Setup Wizard

To use the Setup Wizard,
select the Setup Wizards tab
in the QuicKeys Editor and = Relatlalld ’:_m e
click theNetwork Drives

button. Read each of the

W I T et e, i

dialogs in the Setup Wizard ki i b sk

and follow the instructions. ¢ o comcion

At the beginning of the el

Setup Wizard, you are |Ghacieys|

presented with options to

Create an Action, Edit an Action, e [T | cwsd | v |

or Delete an Action. The setup

i ic Figure 127: This dialog appears when you click
for each of these options is the Network Drives button in the Setup

explained within the Setup Wizards tab and choose to create or
Wizard edit a Network Drives Action.

Using the Action Properties Dialog

The following instructions assume you have Ahvays use Setup Wizards for
editing check box cleared in the Options dialog. fage 39for more
information.

To use the Action Properties dialog to create or edit a Network Drives
Action, follow these steps:

1 Select Network Tools from the Create menu.
2 Select Network Drives from the Network Tools submenu.

Using Network Tools



Choose a network drive
from the Action-specific
properties pane of the
dialog.

In the General tab of the
Action Properties
dialog, a name is
automatically assigned
to the Action. You can
use the assigned Action
name or type a different
name.

If you want to trigger this
Action from the
QuicKeys menu, select
the Include in QuicKeys
menu check box.

Click OK. Your new
Action immediately
appears in the My Actions
tab.

Close the QuicKeys
Editor and trigger the
Network Drives Action
from the QuicKeys
menu or with whatever
other type of trigger you
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Figure 128: The Network Drives Action Properties
dialog appears when you select the
Network Drives Action from the Create menu,
or when you double-click an existing
Network Drives Action in the My Actions
tab.

assigned to this Action. The network drive you specified is immediately

selected.

Network Drives Options

Below is a description of the Action-specific properties available with the
Network Drives Action.

Connect to a network volume—Connects you to a network volume.

Disconnect from a network volume—Terminates your connection to a
network drive.

Toggle connectior—Alternately connects and disconnects you from a
network volume or drive.

Server path—The directory path of the network volume.

Chapter 10



Browse—Click theBrowse button to navigate to the location of the
network volume.

Local drive—The drive letter your computer will use to identify the
selected network volume. Do not select any drive letters that are already
in use.

Reconnect at logor—Choose this option when you want to retain drive
mapping information, even after you restart your machine. If this option
Is not checked and you restart your machine, you must trigger the
Network Drive Action to remap the drive.

Name—The user name you use to login to the selected network volume.

Password—The password you use to login to the selected network
volume.

Remember name and password-Select this option if you do not
want to be prompted for your name and password each time you
trigger this Network Drives Action.

Display notification if Action succeeds-Displays a message alerting
you that your map/unmap action was successful.

Display notification if Action fails—Displays a message alerting you
that your map/unmap action wast successful.

More About Network Drive Actions

Since QuicKeys Actions are stored under your login preferences, your user
name and password information for network drives are secure as long as
other users to not know your network login name and password.
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Deleting Network Drive Actions

To delete a QuicKeys Network Bioets ;
Drives Action: IV
. . Ci

Select the My Actions tab in the i
QuicKeys Editor. Delets
Right-click the Action you want to I eia
delete Large lcons

’ Small lcons
Select Delete from the context menu List
that appears. w Details
Choose Yes at the Confirm Delete Froperties

Advanced 3

prompt. The Action is immediately Clear hat key

cleared from the Actions list.

Figure 129: Right-click an Action in
the My Actions tab and
select the Delete option
from the menu that
appears.

Dial-Up Networking

=)

Chapter 10

The Dial-Up Networking Action enables you to connect or disconnect from
a Dial-Up Networking service with a simple QuicKeys trigger. This feature
is especially useful in QuicKeys Sequences or for users of Windows 95A
who are required to enter passwords for network services. Using the Dial-
Up Networking Action is not as error-prone as manually switching between
Dial-Up Networking services and it can be invaluable if you use AOL and
want to quickly switch between different access numbers. Yet another way
you could use this Action is to create a timed trigger that dials your ISP
immediately after you start your computer.

You must have Dial-Up Networking installed and configured on your
computer for this Action to function properly. The tasks available using
the Dial-Up Networking Action include:

« Disconnect from Dial-Up
Networking service

» Connect to Dial-Up
Networking service

» Toggle connection state



Setting Up Dial-Up Networking Actions

There are two ways to create and edit QuicKeys Dial-Up Networking
Actions: use the Setup Wizard or use the Action Properties dialog.

O0You must have Dial-Up Networking installed and configured on your
computer for this Action to function properly.

Using the Setup Wizard
To use the Setup Wizard, e ———————

select the Setup Wizards

tab in the QuicKeys Editor FpE s

and click thebial-Up

Networking button. Read i Dot Dl i
each of the dialogs in the T bt e i M ik
Setup Wizard and follow g L.

the instructions. At the sl

beginning of the Setup |GrcKeys|

Wizard, you are presented

with options tcCreate an ok [T ] il | e |
Action, Edit an Action, Delete : — :
an Action o Creat/e Figure 130: i dilog sppears aben you dick
Multiple Actions. The setup Setup Wizards tab and choose to
for each of these options is greate or edit a Dial-Up Networking
explained within the Setup '

Wizard.

Using the Action Properties Dialog

The following instructions assume you have Alays use Setup Wizards for
editing check box cleared in the Options dialog. fage 39for more
information.

Using Network Tools
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To use the Action Properties dialog to create or edit a Dial-Up
Networking Action, follow these steps:

Select Network Tools from e |

the Creat.e menu. . —
Select Dial-Up Networking

from the Network Tools fam  [Puil st

submenu. bk | Dl il bkt
Choose an option from F ircice m frckma ras

the Action-specific

properties pane of the ek i

dialog. For example, = [omrmc i 2D Lin Fiammrg tmece

select Connect to a Dial-Up " Diasormect s Disip Fatveking 1aeica

Networking service. g corracion dakn

In the General tab of the b D iy Bt i i

Action Properties dialog, Faie

a name is automatically

assigned to the Action.

You can use the

assigned Action name or M o i el
type a different name. Bl

If you want to trigger this o ] e |
Action from the QuicKeys
menu, select the Include Figure 131: The Dial-Up Networking Action Properties

; ; dialog appears when you select the Dial-
in QuicKeys menu check Up Networking Action from the Create

box. menu, or when you double-click an
Click OK. Your new Action existiqg Dial-Up Networking Action in the
immediately appears in My Actions tab.

the My Actions tab.

Close the QuicKeys Editor and trigger the Action from the QuicKeys menu or
with whatever trigger you specified. The Dial-Up Networking service should
immediately react to the trigger.

Dial-Up Networking Options

Below is a description of the Action-specific properties available with the
Dial-Up Networking Action.

Connect to a Dial-Up Networking service—Connects to the service
specified in the Dial-Up Networking control panel.

Disconnect a Dial-Up Networking service-Disconnects from the
specified Dial-Up Networking service.



Toggle connection status-Connects and disconnects from a Dial-Up

Networking service.

Add new connection—Adds another service to the list.

Notify upon success-Displays a dialog if the new connection is

successful.

Notify upon failure—Displays a dialog if the new connectiomist

successful.

Deleting Dial-Up Networking Actions

To delete a QuicKeys Dial-Up
Networking Action:

Select the My Actions tab in the
QuicKeys Editor.

Right-click the Action you want to
delete.

Select Delete from the context menu
that appears.

Choose Yes at the Confirm Delete
prompt. The Action is immediately
cleared from the Actions list.

Create 3

Cut
Copy
FEgte

Delete

Select Al

Large lcons
Small lcons
List

Dretails
Properties

Advanced 3
Clear hot key

Figure 132: Right-click an Action in

the My Actions tab and
select the Delete option
from the menu that
appears.
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Web Launcher

@

Chapter 11.
Using Internet Tools

The Internet has become an integral part of many people’s computer
experience. Anticipating your Internet needs, the makers of QuicKeys have
developed the Web Launcher Action and Instant E-mail Actions. These
Actions automate tasks such as launching Web sites and managing your
E-mail.

The Web Launcher Action is useful when you want to open Uniform
Resource Locators (URLS) with a single hot key. For example, you can use
this Action to open CE Software’s home page with your Internet Browser.
The Web Launcher Action also includes the following options:

* Open URL * Open Text Selection As URL

» Display Netscape Bookmarks < Display Internet Explorer
Browser Favorites Browser

The Web Launcher Action supports File Transfer Protocol (FTP), HyperText
Transfer Protocol (HTTP), and E-mail URLs. This means you can use the

Web Launcher to visit FTP sites and Web sites, as well as to E-mail a friend
or business colleague.

O1f you use Web Launcher with the America Online (AOL) browser, Internet
Explorer is launched rather than the AOL browser.



Setting Up Web Launcher Actions

There are two ways to create and edit QuicKeys Web Launcher Actions: use
the Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard

To use the Setup Wizard, e
select the Setup Wizards tab

Teslmct: n St i, e sl bl 13 e “Tipsn

in the QuicKeys Editor and UFL” Ao« scted. ¢ UML past daaloe
click theWeb Launcher e

button. Read the pages of b Lauretn Aztan

each wizard dialog and ST S
follow the instructions. At I”’*

the beginning of the Setup = || =
Wizard, you are presented

with options tcCreate an

Action, Edit an Action, OrDelete [ epe | | Coesd | He |

an Action. The setup for each P—— - "
: . : igure : This dialog appears when you clic

of these optionsis explamed the Web Launcher button in the Setup

within the Setup Wizard. Wizards tab and choose to create or
edit a Web Launcher Action.

Using the Action Properties Dialog

The following instructions assume you have Alvays use Setup Wizards for
editing check boxclearedin the0ptions dialog. Segage 39%for more
information.

To use the Action Properties dialog to create or edit a Web Launcher Action,
follow these steps:

1 Select Internet Tools from the Create menu.
2 Select Web Launcher from the Internet Tools submenu.

Chapter 11



Select the option you
want to use in the
Action-specific
properties pane of the
dialog. For example,
select Open URL.

In the General tab of the
Action Properties
dialog, a name is
automatically assigned
to the Action. You can
use the assigned
Action name or type a
different name.

If you want to choose a
hot key to trigger this
Action, click in the Hot
key box and press the
key(s) you want to use.
For example, press the

Sorm | Toalteom | Rin Sopm | Toveed Togugen |

[TV, I.--.-.:.l:-u'. T ]

Poikap [2het - L1« u..r-mpl

™ jrehuch = Duicksa nen
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foiern | ~ |
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™ “Shwem Jaalog riors operg LIAL

Figure 134: The Web Launcher Action Properties
dialog appears when you select the Web
Launcher Action from the Create menu, or
when you double-click an existing Web
Launcher Action in the My Actions tab.

Shift key, the Gontrol key, and the - [dash] key simultaneously.
Click OK. Your new Action immediately appears in the My Actions tab.

Close the QuicKeys Editor press the hot key or other trigger you assigned to
this Action. The Web site you specified should launch immediately.

Web Launcher Options
Below is a description of the Action-specific properties available with the

Web Launcher Action.

Open URL—Opens the location specified in the URL field.

URL—The Uniform Resource Locator that specifies where the specified
page is located. Most URLSs look like this: http://www.cesoft.com/.

Show dialog before opening URE-Prompts you to specify which URL

you want to visit.

Open Text Selection as URE-Opens selected text as a URL.

Using Internet Tools



Display Netscape

Ladaarel B aphure Formnies Hirmse

Bookmarks Skt v s

browser—Displays the L e
list of Netscape ik =B
bookmarks you have i

accumulated in a ] i

Bookmark Browser e

dialog. See Figure 135. | renin &
Display Internet | r:“

Explorer Favorites B RITArE &
browser—Displays the sl | _r'

list of Internet Explorer 1O | = otorer Favor
: igure 135: Open an Internet Explorer Favorite or a
favorites you have Netscape Bookmark from the Web

accumulated in a Launcher browser that appears.
Favorites Browser
dialog. See Figure 135.

O1f you use AOL, us@pen URL From Internet Explorer Favorites to display your list
of favorite Web sites. Using this option does display custom AOL items
like favorite chat rooms, etc.

Deleting Web Launcher Actions

To delete a Web Launcher Action: e ,

1 Select the My Actions tab in the gul
QuicKeys Editor. o

2 Right-click the Action you want to Delete
delete. Select All

3 Select Delete from the context menu ;22;';;:;
that appears. List

4 Choose Yes at the Confirm Delete w Details
prompt. The Action is immediately Propeties
cleared from the Actions list. *;Id"a’;ffi i’

ear hot key

Figure 136: Right-click an Action in
the My Actions tab and
select the Delete option
from the menu that
appears.
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Instant E-mail

It seems like E-mail is suddenly the preferred mode of communication in
our fast-paced world. So, why not make using it as efficient as possible?
QuicKeys helps you make the best use of your time by providing the ability
to create and send messages and selected files with a simple QuicKeys
trigger.

The options available with the Instant E-mail Action include:

* Create new message » Create message with text
* Send selection * Send recent files
* Send selected files * Archive attachments

OMail programs must support the Mail Application Program Interface (MAPI)
to work with QuicKeys. Some of the more common programs that support
MAPI include Microsoft Outlook, Outlook Express, Exchange
client/Windows Messaging, Eudor&ro, EudoraLite, Lotu® CC Mail,

Lotus Notes, and NovellGroupWise. This list isotinclusive, so you should
also ask your E-mail vendor whether or not their software supports MAPI.

Using Internet Tools



Setting Up Instant E-mail Actions

There are two ways to create or edit QuicKeys Instant E-mail Actions: use
the Setup Wizard or use the Action Properties dialog.

Using the Setup Wizard

To use the Setup Wizard, s ———————
select theSetup Wizards tab

in the QuicKeys Editorand ~ IEMEmE = "

Ol " "
click thelnstant E-mail & Qi i
button. Read the pages of [ i
each wizard dialog and oo
follow the instructions. At 7 G et
the beginning of the Setup =4

Wizard, you are presented ~ [GuseReys| i s
with options tcCreate an
Action, Edit an Action, Delete an ek, [ e | e | b |

Action, or Create/edit multiple

: Figure 137: This dialog appears when you click
Actions. The setup for each the Instant E-mail button in the Setup

of these options is Wizards tab and choose to create or
explained within the Setup edit an Instant E-mail Action.
Wizard.

Using the Action Properties Dialog

The following instructions assume you have Alays use Setup Wizards for
editing check box cleared in tioptions dialog. Segpage 39for more
information.

To use the Action Properties dialog to create or edit an Instant E-mail
Action, follow these steps:

1 Select Internet Tools from the Create menu.
2 Select Instant E-mail from the Internet Tools submenu.

Chapter 11



3 Select an option from

the Action-specific e e e
properties pane of the o —
dialog. For example, (T [
choose Create message e e
with text and type the P S
text you want to include
in your messages.
4 If you would like to T"ET.::;
restrict the functionality L A —————
of this Action to your f:‘:' T &
E-mail program, select T o -
the Action Scope tab ¥ G gt
and select Program from " Sared e i
the Scope drop-down F it AT T M
list. Choose your E-mail g welekad et
program from the Hemage mhan
. r
Program drop-down list
that appears. [Cox ] cwm |

In the General tab of the
Action Properties
dialog, a name is
automatically assigned
to the Action. You can
use the assigned
Action name or type a
different name.

If you want to choose a hot key to trigger this Action, click in the Hot key box and
press the key(s) you want to use. For example, press the Shift key, the Alt key,
and the F7 keys simultaneously.

Click OK. Your new Action immediately appears in the My Actions tab.

Close the QuicKeys Editor press the hot key or other trigger you assigned to
this Action. Your E-mail software should respond immediately to the QuicKeys
Action as long as it is MAPI compliant.

Figure 138: The Instant E-mail Action Properties dialog
appears when you select the Instant
QuicKeys Action from the Create menu, or
when you double-click an existing Instant
E-mail Action in the My Actions tab.

More About Instant E-mail

QuicKeys uses your default E-mail program for Instant E-mail Actions.
Your default mail program must support the Mail Application Program
Interface (MAPI) to work with QuicKeys. Some programs that support
MAPI include Outlook, Outlook Express, and Eudora.

Using Internet Tools
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Instant E-mail Options

Below is a description of the Action-specific properties available with the
Instant E-mail Action.

Create new message-Opens a window where you can type your E-mail
message.

Create message with text-Opens a message window that contains text
you have already specified.

Send selection-Attaches and sends a selected file.

Send recent files-Displays a list of recently modified files you can choose

to attach and send in a message. You can specify the time interval QuicKeys
uses to populate the list of recently modified files. Your choices inilthde

last 15 minutes, in the last 6 hours, In the last half hour, In the last 24 hours, Or In the

last hour.

Send selected files-Attaches and sends a selected file.

Archive attached files—Check this option when you want to compress
your E-mail attachments. Your E-mail client must support the Malil
Application Program Interface (MAPI) to properly enclose the selected
file(s) because attachments nogself-extracting. This means the recipient
of your compressed files must be capable of unzipping files.

When QuicKeys is used to attach files, the E-mail message carrying the
attachment contains a line that says “File attached by QuicKeys.”



Deleting Instant E-mail Actions

To delete an Instant E-mail
Action:

Select the My Actions tab in the
QuicKeys Editor.

Right-click the Action you want to
delete.

Select Delete from the context menu
that appears.

Choose Yes at the Confirm Delete
prompt. The Action is immediately
cleared from the Actions list.

Create 3

Cut
Copy
Baste

Delete

Select All

Large lcons
Small lcons
Lizt

Dretails

Properties
Advanced 3
Clear hot key

Figure 139: Right-click an Action in

the My Actions tab and
select the Delete option
from the menu that
appears.
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Chapter 12:
Building Multi-Step Actions

QuicKeys Actions are great for simple, one-step tasks. However, there are
times when repetitive tasks require several consecutive steps. For these
situations, QuicKeys offeiSequences$equences are collections of Actions

that you put together to complete a multi-step task. Sequences can be as easy
or complex as you need and creating them is much easier than the
alternative—learning a scripting language.

An example of a simple multi-step task you can replace is logging into your
E-mail account and checking for new mail. Figure 140 illustrates how
QuicKeys Sequences can help you automate this task. This particular
Sequence will enable you to grab a cup of coffee when you get into the office
while QuicKeys prepares your list of mail. All you have to do is press the
assigned QuicKeys trigger. When you return to your desk, your mail will be
ready for you to read and QuicKeys will have retreated into the background
until it's directed to complete other tasks.

1. Start your E-mail —

program

2. Type your user Replace the 4-step task with

name and password Combine these a QuicKeys trigger such as a

at the prompt steps using the hot key, a toolbar button, an
Sequence Editor item in the QuicKeys menu,

3. Click the OK or QuicKeys or a timed trigger.

button to close the recording.

login window

4. Check for new

mail

Figure 140: This example illustrates how QuicKeys Sequences can simplify routine,
multi-step tasks.



Overview of Sequences

Chapter 12

Building Sequences can be challenging unless you have a multi-step task
clearly mapped out in your mind. Even then, it's important to know how
QuicKeys Sequences work so you can make the most of their power and
flexibility.

There are two basic tasks you must complete when you build a Sequence:

* You must record or manually create every individual Action you want to
include in the Sequence.

* You must test and adjust your Sequence.

OAs you begin building Sequences with QuicKeys, remember that Sequences
can be created a number of different ways and still be successful.

This section provides some examples of what you can do with QuicKeys
Sequences. While these particular examples may not directly apply to how
you intend to use QuicKeys, thdy provide a striking illustration of how
QuicKeys can save time for just about anyone who uses a computer.

Using Sequences in Information Systems

One task that system administrators must frequently perform is switching
between E-mail accounts. Administrators may have to assume several
different electronic identities. For example, an administrator may have to
send mail as both the systems administrator and as an individual who works
for Company X, depending on who is receiving the administrator’s
messages. This process of changing your E-mail identity can be quite time-
consuming, so it is an ideal candidate for automating with a QuicKeys
Sequence.

In this example, an administrator changes the account properties in
Microsoft Outlook Express to change his identity from
Joe.Smith@cesoft.com to admin@cesoft.com.



First, look at the illustration of the Sequence in the Sequence Editor shown
in Figure 141. Then, look at the instructions that explain how this Sequence
was created to get a feel for how you can automate a task like yosion
computer.
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Figure 141: A Sequence for system administrators.

How the Sequence Was Created

This particular Sequence was created in three distinct parts. First, an Open
Action was created that started Outlook Express. Then, the QuicKeys
recording feature was put to use in steps 2-9. Finally, there was some
difficulty transitioning to the area of the Outlook Express Properties dialog
where text was typed so a separate Sequence was created just for that
particular dialog. It's a good example of how Sequences can be shared
between other Sequences using drag-and-drop functionality.
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Here’s a play-by-play of how this Sequence was built:

Create an Open Action

Create an Open Action and choose to open Outlook Express with a hot key
trigger.

Open the Account Properties dialog in Outlook Express

Open Outlook Express with the hot key you just assigned to it. Select Start
Recording from the QuicKeys menu.

Press Alt+T to display the Tools menu.

Use your mouse to select Accounts from the Tools menu.

Click on the Mail tab in the Internet Accounts dialog.

Select the account you want to change and click the Properties button.

Click the Stop button on the Recording palette. The Sequence Editor appears.

Name the Sequence Change E-mail Identity and click the Save & exit button. At this
point, the Outlook Express Properties dialog should still be in the foreground.

Type information in the Account Properties dialog

Select Start Recording from the QuicKeys menu.

When you see the Recording palette, type a different server name in the Mail
account box of the Properties dialog.

Press the Tab key to move down to the Name box. Type the name you want to
use as your “new” identity.

Press the Tab key twice to move down to the E-mail address box. Type the E-
mail address you want to use under your “new” identity.

Press the Enter key to select the 0K button.
Click the Close button in the Internet Accounts dialog.

Press the Stop recording button on the Recording palette. The Sequence
Editor appears.

Click the Save & exit button. By default, the second recording you created is
called New Recording Sequence.

Combine the three components of the Sequence

Now, it's time to put the final Sequence together. Open the QuicKeys Editor so
the Actions tab displays.

Open the Change E-mail ldentity Sequence by double-clicking it in the Actions
tab.

In the Sequence Editor, position the insert arrow at the first step of the
Sequence.



Position the My Actions tab so it’s tiled vertically alongside the Sequence Editor.

Drag-and-drop the Open Outlook Express Action from the QuicKeys Editor Actions
tab to the Sequence Editor. As you drag the Action, your cursor becomes a
plus sign (+). When you drop the Open Action, it is inserted where the insert
arrow is located (in the first step of the Sequence). This makes the Open Action
a Sub-Sequence within the Change E-mail Identity Sequence.

Move the insert arrow to the last step of the Sequence.

Drag-and-drop the New Recording Sequence you recorded last to the last step
of the Sequence Editor.

Assign F3 as the hot key that triggers the Change E-mail Identity Sequence.

Close out of Outlook Express and press F3. QuicKeys should launch the
program and change the Account Properties as you watch its thoroughness
and efficiency at work.

Now create other Sequences like this one so you can switch between
multiple E-mail accounts with a simple keystroke.

Using Sequences as a Webmaster

The webmaster job is one of today’s hottest and least well-defined jobs. It
crosses the boundaries of marketing, advertising and technology. The nature
of the job itself places webmasters at the heart of many of the company’s
critical activities and the end results are seen by thousands, perhaps even
millions of people.

While the tools for creating web sites and web pages have evolved
significantly in the past few years, the fact remains that there is still
substantial room for increased productivity. Most webmasters have to use a
variety of tools to handle the myriad tasks of creating and maintaining a web
site. A typical toolkit may look something like this:

The Typical Webmaster Toolkit

» Text editor » Java Editor
» Page editor e FTP client
» Browser(s) » Graphics editor

* E-mall client
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While some tools combine a few of these functions, there is still no single
solution that embraces all of the features and functions listed above. As a
consequence, using these tools collectively is a challenge. However,
QuicKeys for Windows can help you meet the challenges facing most
webmasters by providing measurable improvements in productivity, fewer
errors and general workload reduction.

Solutions for Webmasters

The key to not going crazy as a webmaster is to be organized and to work
quickly and accurately. The challenge is to effectively use the wide array of
tools to manage the contents so that the site is up-to-date and works
correctly. QuicKeys can act as a major productivity enhancer in this
environment. QuicKeys doesn't represent one specific solution, but rather a
collection of solutions that, applied to the webmaster's tasks, can yield
substantial savings in time and greater efficiency.

The most powerful aspect of QuicKeys for the webmaster is the ability to
record a Sequence of actions and then play them back. For example,
launching an FTP client, typing in user and password information
(QuicKeys encrypts the passwords it stores), changing directories and even
moving files around can all be part of a QuicKeys Sequence. You can
customize your favorite page editor so that changing typeface, font size and
style is no longer a series of mouse clicks, but rather a faster and more
reliable QuicKeys Sequence, all driven from a single key press. Image
editors can replay Sequences that change image sizes, bit-depth and other
elements and then saves and names the files.

The recording feature of QuicKeys can create very long and involved
Sequences. One of the biggest strengths of this function is that it provides
an automation solution that works with virtually all of the programs a
webmaster must use. And best of all, no scripting or programming is
necessary to get a Sequence recorded.

To illustrate a small sample of what QuicKeys recording can do for you as a
webmaster, the following section details the creation of a Sequence that
starts the CuteFTP program and logs into a frequently used ftp site.



To get a feel for how this Sequence was built, look at the illustration of the
Sequence in the Sequence Editor shown in Figure 142. Then, look at the
instructions that explain how this Sequence was created to get a feel for how
you can automate a task similar to thisyoar computer.
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Figure 142: This Sequence launches CuteFTP and logs into a
commonly-used FTP directory.

How the Sequence Was Created

This particular Sequence was created in two distinct parts. First, an Open
Action was created that started the CuteFTP program. Then, the QuicKeys
recording feature was put to use in steps 2-10.

OBefore this Sequences was created, the FTP site used in the Sequence was
added to the Personal FTP Sites directory within the CuteFTP Site Manager.

Here’s a play-by-play of how this Sequence was built:

Create an Open Action

1 Create an Open Action and choose to open CuteFTP. Use the instructions on
page 91 if you need assistance.

2 Name the Action and assign it a trigger.
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Open a frequently-used FTP site

Open CuteFTP with the trigger you just assigned to it.
Select Start Recording from the QuicKeys menu.

In the Site Manager window, open the Personal FTP Sites directory in the left
pane.

In the right pane of the Site Manager, select the FTP site you want open.
Press Enter to connect to the site.

Click the OK button in the Login Messages window to close the window. The
main CuteFTP dialog is open and the selected FTP site is displayed.

Press the Stop button on the Recording palette.

The Sequence Editor displays. Name the FTP Sequence FTP Login and assign
it a trigger.

Click the Save & Exit button to save your new Sequence and close the Sequence
Editor.

Combine the two components of the Sequence

Now, it's time to put the final Sequence together. Open the QuicKeys Editor so
the My Actions tab displays.

Display the Sequence Editor by double-clicking the FTP Login Sequence in the
My Actions tab.

In the Sequence Editor, position the insert arrow at the first step of the
Sequence.

Position the My Actions tab so it’s tiled vertically alongside the Sequence Editor.
Drag-and-drop the Open CuteFTP Action from the QuicKeys Editor My Actions tab
to the first step in the Sequence Editor. As you drag the Action, your cursor
becomes a plus sign (+). When you drop the Open Action, it is inserted where
the insert arrow is located (in the first step of the Sequence).

Click the Save & Exit button in the Sequence Editor to save your changes.
Close out of CuteFTP and press the trigger you assigned to this Sequence.
QuicKeys should launch the CuteFTP program and login to your favorite FTP
site.



Using Sequences with Database Programs

If you use a database program that stores data on a network server, you may
be familiar with the often tedious process of logging into the database each
time you want to enter or retrieve information. For example, if you work in

a technical support department, you might have to open a knowledge
database several times a day to stay up-to-day with the issues other support
representatives are hearing from customers. QuicKeys can automate many
of the repetitive, and often error-prone, processes that are required when
working in database programs.

In this example, a technical support representative logs into the company
database. Keep in mind that most databases are customized for different
companies and departments within companies, so you will probably not be
able to use thisxactSequence, but examine it as an example of what you
couldcreate with QuicKeys.

First, look at the illustration of the Sequence shown in Figure 143. Then,
look at the instructions for how this Sequence was created to get a feel for
how you can automate a task like thisyoar computer.
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Figure 143: A Sequence that automates logging into a database
program.
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How the Sequence Was Created
This particular Sequence was created solely with the recording function.

Once thestart Recording option was selected from the QuicKeys menu, the
following tasks were recorded:

» Start FileMaker Pro

* Choose to show FileMaker Pro Network host

» Select which host server to open

» Choose which database in the selected host to display

» Enter a password to the database

» Choose access privileges

* Choose how to view the database

* Maximize the database window

With QuicKeys, all these tasks can be completed with a single trigger.

Recording Sequences

Chapter 12

Recording is an easy way of creating multi-step Actions. There are three
ways you can select tisert Recording option:

* From the QuicKeys menu

* From theFile menu in the QuicKeys Editor

» With a Start Recording hot key created using the QuicKeys Controller
Action.

When you start recording, a Recording palette

displays and you are “live.” This means that
QuicKeys is now watching everything you do on _Jll_lJ__KJ
your computer. When you finish the tasks you Pause elete

want QuicKeys to record, click the Stop button on Stop
the Recording palette. The Sequence Editor
automatically displays when you click Stop. Every

task you just completed is listed in the lower half of the Sequence Editor
dialog.



The Sequence Editor

The Sequence Editor enables you to modify, or fine-tune, your Sequences.
When the Sequence Editor appears, you can name the Sequence like you
name your standard Actions and assign the Sequence a trigger.

If the Sequence does
not execute
successfully, the
dialog shown in
Figure 147 displays
the Step ID number

Add steps to your Sequence
using the options in the
Create menu.

EﬂﬂJﬂm__m

e el el

Choose how many
times the Sequence is
repeated in the Repeat
tab.

Result handling
options are
represented by
icons. See
page 191.
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is having difficulty.
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step to edit it.

Move the insert arrow—L &

to specify where you
want the new Action
or Sequence tool
inserted.
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Figure 144: The Sequence Editor

The shaded column in the list of Sequence Actions contains an arrow that is
called thensert arrow The insert arrow is useful when you need to insert
another Action or a pause into your Sequence. The new item is inserted
wherever the arrow is located.

TheResult column displays thBesult Handling options selected for a
particular step in the Sequence. See page 190 for more information on result

handling.
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TheRepeat tab enables | s b | ok | debn o] Tt figm ]

you to choose whether

you want the Sequence |  Bess [ e

to repeat automatically = & s

oronly after presenting

you with a prompt. It Figure 145: The Repeat tab appears in the upper half
also lets you choose of the Sequence Editor.

how many times you

want the Sequence repeated.

When you are ready to close the Sequence Editor, you can Saeo&Exit
or Exit. Clicking thekxit button doesiot preserve any changes you made in
the Sequence.

Creating Sequences Without Recording

After you become more familiar with QuicKeys, you may find that it is not
necessary to use the recording feature because you have already created alll
of the Actions you want in your Sequence. If you choose to create the
Sequence from scratch, use the Create menu, drag/drop, cut/paste, and
import/export. When you are finished collecting the main pieces of your
Sequence, use the Sequence tools discussed on page 200 to add the finishing
touches to your Sequence.

Using the Result Handling Feature
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When you build Sequences, you may discover that your Sequence
encounters unexpected conditions that can keep it from completing its
assigned task successfully. To resolve this issue, the QuicKeys Sequence
Editor uses built-in result handling. This essentially means that you can tell
each step of the Sequence what to do if it comes across unexpected dialogs
or other items. That way, you don’t waste your time watching your Sequence
to ensure it doesn’t run into any obstacles while it's running.

In thelf step succeeds and f step fails lists of the Action Properties dialog, you
can direct a particular step in the Sequend@topahe Sequence, Stop the

Sequence and notify user, Continue to the next step, or Skip to the next step. Each

result handling option is represented by a different icon that displays in the



Sequence EditorBesult column. You can right-click the icons and select
Properties from the context menu that appears to quickly change the result
handling option for a specific step.

Sequence Icon  Definition

Continue to next step

L
Stop Sequence
z p o€q
Stop Sequence and notify user
=]
Skip next step
)
Fail Sequence and notify user
& (used only in subordinate
Sequences)
% Fail Sequence (used only in

subordinate Sequences)

Result Handling Example

Result Handling can be as simple or as powerful as you want. This example
is relatively simple so that if you don’t quite understand how to implement
result handling in your Sequences, you can see how other people have used
it.

In this example, a financial analyst automates the process of adding a
comment his finance database. Keep in mind that most databases are
customized for different companies and departments within companies, so
you will probably not be able to use tlesactSequence, but examine it as

an example of what yocould create with QuicKeys.

First, look at the illustration of the Sequence shown in Figure 146. Then,
look at the instructions for how this Sequence was created to get a feel for
how you can automate a task like thisyoar computer.
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Figure 146: A Sequence that uses Result Handling to add or
delete information in a database.

How this Sequence Was Created

This Sequence is scoped to work only in the analyst’s database program. In
other words, his database program must be open to a record in the database
for this Sequence to function. The Sequence performs the following tasks:

» Types the current time and date into the record

» Displays aMessage dialog that prompts the analyst for additional
comments. If a message is typed at the prompt, the Sequence continues
to the next step. If a message is not typed at the prompt, the Sequence
skips the next step.

*If a message was typed in the Message dialog, it is pasted into the
database record and the Sequence is stopped.

«If a message wasottyped in the Message dialog, the date and time
entry is deleted and the database record returns to the state it was in
at the beginning of the Sequence.

Again, this Sequence is quite simple, but it is useful if you change your mind
about entering information in a database in the middle of a Sequence.
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Fine-Tuning Sequences

If your Sequence does not behave ag
you anticipated or if the dialog shown
in Figure 147 appears, you may neec
to fine-tune your Sequenggthout L

the recorder. The Sequence Editor Figure 147: This error dialog reveals
gives you the tools to do this. Fine- which step in the
tuning a Sequences requires Sequence failed.
rearranging and inserting steps, as

well as using Sequence tools.

!E “percy Bocoumt ek sbosied - e | of 20 ket

Inserting Steps

You can insert Steps, or Actions, by selecting them frorortate menu and
creating them in the Setup Wizard or Action Properties dialog that appears.
You can insert steps that pause your Sequence, select a specific window,
display a custom dialog, and much more. See page 200 for more information
on these types of Sequence tools.

You can alsarag and drop Actions from the QuicKeys Editor’s Action list
to the insertion point in the Sequence Editor. To do this, both windows must
be open on your desktop.

All Actions you select are inserted at the insertion point.

You must use Copy/Paste or Drag-and-Drop to add a Sequence to another
Sequence.

The Create Menu
Use theCreate menu to insert Actions into your Sequences.

Rearranging Steps in the Sequence

Rearrange Sequence steps by dragging-and-dropping them in the desired
location within the Sequence Editor.
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Deleting Sequence Steps

To delete steps in a Sequence, open the Sequence Editor and right-click the
step you want to remove. Sel®etete from the context menu that appears.

Sequence Tips

There are some methods you can use when you build Sequences that help
ensure that they function properly. This section provides some basic tips for
building QuicKeys Sequences.

» During recording, don’tlick taskbar buttons; instead, usket+Tab to
select a different program. The taskbar buttons frequently rearrange
themselves on your taskbar so clicking on them is not a reliable method
of choosing them in a Sequence.

» Use the keyboard to select options whenever possible. Keyboard
selections are more reliable than mouse clicks.

« Make your movements slow and deliberate while recording.

« If you have a scrolling mouse button between your right and left mouse
buttons, commonly referred to as an IntelliMouse, do not use the
scrolling mouse button to record your Actions.

* Insert Pauses in your Sequences if you are having problems getting your
Sequences to play back correctly.

» Use the “Type to” function to select items in lists. For example, it's
preferable to type the first two letters of an item in a drop-down list to
select it rather than using your mouse to select it.

» Do not grab a scroll bar to scroll through a list in a Sequence. Instead, use
the Page Up and Page Down keys.

* When you look at a particular Sequence in the Sequence Editor, it is
normal for tabs and returns to be displayed as Type Keystroke Actions.

* As a matter of practice, you should not select items in the status area, or
“tray,” during a recording because they may not always be located in the
same place when you trigger your Sequence.

* If you have a choice, use “Cut” and “Paste” rather than drag-and-drop.

* Ifyou are consistently having problems with the same program when you
are recording Sequences, choosBigable smart recognition within the
QuicKeys Controller Action. See page 70 for more information.
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Subordinate Sequences

Subordinate Sequences, or “Sub-Sequences,” are Sequences that are
embedded within other Sequences. This feature allows you to break a larger
task into smaller tasks, which simplifies creating and troubleshooting
complex Sequences.

Creating Subordinate Sequences

You can create subordinate Sequences by opening an existing Sequence and
selecting th@equence option from theCreate menu that appears. You can tell

the difference between the Sequence Editor and the Sub-Sequence Editor by
looking at the tabs. The Sequence Editor has five tabs: General, Repeat,
Toolbars, Action Scope, and Timed Triggers. The Sub-Sequence Editor only
has three tabs: General, Repeat, and Step Results.

OYou can also drag-and-drop Sequences from one Sequence to another to

create Sub-Sequences as shown in the example “Using Sequences in
Information Systems” on page 180.

How a Sub-Sequence Works

To better understand [ ————————
Sub-Sequences, take = B2 ==

a look at the el | Reuest| Totoan | dem femoe| Tod Tt |

following example. T r———

The example is very | s [ Do o kit
simple, yet it g T T —

illustrates the
success and failure
paths within
Sub-Sequences. The
Sequence discussed
in this section is
shown in Figure 148. aesrend

Figure 148: This Sequence contains two
Sub-Sequences.

{
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]
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When you press F11, this Sequence is triggered. Depending on which button
you press in the Message Action, you either follow a success path or a failure
path.

Using Sub-Sequences in a Sequence

Press F11. A window appears with instructions to click 0K to go to Sequence
One or Cancel to go to Sequence Two.

Ok O 0 ST (e —— |
Sequence One

Sequence shown in 8 o e i

Figure 148. Click

Cancel to start the

Sequence Two

Sequence shown in

Figure 148. ] oo |

The Sequence reacts Figure 149: This dialog appears when you trigger the

to each choice you Sequence shown in Figure 148. Depending
. on which button you select, the main

make by using the Sequence branches to different

Result Handling Sub-Sequences.

options you have
specified in each step of the Sequence.



Sub-Sequence Editor

The Sub-Sequence Editor is composed of three tabs: the General tab, the
Repeat tab, and the Step Results tab.
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Figure 150: Open the Sub-Sequence Editor by selecting Sequence from
the Create menu in the Sequence Editor.

General Tab
Type the name of your Sub-Sequence in the General tab.

Repeat Tab

TheRepeat tab enables you to choose whether you want the Sequence to
repeat automatically or only after presenting you with a prompt. It also lets
you choose how many times you want the Sequence repeated.You can repeat
your Sequence up to 999 times.
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Step Results Tab

Choose how you want your Sub-Sequence to react to successes and failures.
In thelf step succeeds and f step fails lists of the Action Properties dialog, you

can direct a particular step in the Sequentopahe Sequence, Stop the

Sequence and notify user, Continue to the next step, Skip to the next step, Fail Sequence,

Fail Sequence and notify user. Each result handling option is represented by a
different icon that displays in the Sequence EdiResslt column. You can
right-click the icons and selebperties from the context menu that appears

to quickly change the result handling option for a specific step.

Stop Sequence-Stops the current Sequence and returns success to the
main Sequence.

Stop Sequence and notify userStops the current Sequence, notifies
user, and returns success to the main Sequence.

Continue to next step—Continues to the next step.
Skip next step—Skips to the next step of the current Sequence.

Fail Sequence—Exits the current Sequence and returns failure to the
main Sequence.

Fail Sequence and notify userExits the current Sequence, notifies
user, and returns failure to the main Sequence.

Saving Sequences
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When you close the Sequence Editor, you are prompted to save your
Sequence. If you do not choose to save your Sequence at that time, the
Sequence will be deleted.



Triggering Sequences

Press the hot key you assigned to your NeW
Sequence. When the Sequence is triggered, '7"| x|

Playback palette appears. The palette tracks 175
step the Sequence is completing. You can US&iqure 151: The Playback

this palette to pause or stop the Sequence at any palette
time.
When the Sequence is finished, the e T ——
dialog in Figure 152 displays. R e e e P
s

. ™ [haret s By g oo
Playback Options i
When you create a QUiCKeyS Figure 152: This dialog displays when
Sequence, you can choose the your Sequence has

SAn let fully.
playback behavior using the completed successfully

following options in the Sequence
Editor.

Execute and repeat X times-Specifies how many consecutive cycles you
want this Sequence to run.

Ask for repeat count—Prompts you for the number of cycles QuicKeys
should run through for this Sequence.

Deleting Sequences

To delete Sequences, select the Actions tab in the QuicKeys Editor and
right-click the Sequence you want to remove. Sdieete in the context
menu that appears.
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Sequence Tools

The Sequence Editor uses Actions that are often not useful in other contexts.
These Actions are called Sequence tools and they include:

* Pause » Wait for window
» Password vault * Message

* Window Selector

Pause

The Pause Action is useful if you need to direct a QuicKeys Sequence to
wait for a few seconds for a program to open before proceeding with the
Sequence.

Using Pause

To insert a Pause Action into a Sequence:

1 Open the SeqUenCe EiOr o |
to display the Sequence in e P

which you want to insert a Thasion
Pause Action.

I igeony 7 pileeordh

Chapter 12

" . . e reya il iy
Position the insert arrow in £
X I vy oy |l’ P p— =
the location you want to
0 b | oo sapce wd rcaly Lo =i

insert the Pause.

From the Create menu,
select Sequence Tools.
From the Sequence Tools
submenu, select Pause.
Complete the Sequence
Action Properties dialog

[Tw ] e |

Figure 153: The Action Properties dialog for the
Pause Sequence tool.

that is shown in Figure 153 and click 0K.

Pause Options

Duration—The length of the pause in measurements of Seconds or
Milliseconds. These options give you precise control over the duration of
your pause so the Sequence takes no longer than necessary to complete.



If step succeeds-After this Action is completed, this list specifies what the
Sequence should do next. For example, it can stop the Sequence, and notify
the user, continue to the next step of the Sequence, or skip to the next step.

If step fails—After this Action is completed, the list that appears specifies
what the Sequence should do next. For example, it can stop the Sequence,
stop the Sequence and notify the user, continue to the next step of the
Sequence, or skip to the next step.

Wait for Window

The Wait for Window Sequence tool gives you the ability to spedifigh
window or whatypeof window you want QuicKeys to look for when it is
cycling through a Sequence. For example, if your Sequence opens several
windows and you want to choose an option in the window that is named
Browse, you just need to specityait for window whose title contains Browse in the
Sequence Action Properties dialog.

Using Wait for Window

To insert a Wait for Window Action into a Sequence:

Open the Sequence I e N |
Editor to display the A Pk

Sequence in which you L R T I

want to insert a Wait for

Window Action. AR ISt M

Position the insert arrow tenkigalicards

in the location you want to o =

insert the Wait for gy |

Window Action.

From the Create menu, T o e

select Sequence Tools. o B =
From the Sequence Tools hiesiio | opersce )
submenu, select Wait for

Window. =4 | Carcal |

Complete the Sequence
Action Properties dialog
that appears and click OK.

Figure 154: The Action Properties dialog for the Wait
for window Sequence tool.
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Wait for Window Options

Wait for window whose title contains—Type the name that displays in the
window’s title bar in this box.

Wait for Window with selected properties—Click theSelect properties box
to display the window selection dialog.

Window Properties—Choose the conditions under which a
window is selected. If you select the Window finder icon, wait until
your cursor becomes a magnifying glass and drag it to the window
you want to select. When you drag the Window finder icon, all the
other Window Selector fields are filled with information. Click OK
when you are finished with Window Selector.

Select the Hide QuicKeys A Top Level Window is a

Editor check box when you program or system window.

want the Editor dialog to A Popup Window is a Click the Window
disappear while you use secondary dialog within a finder icon and
the window finder tool. program. drag it to the

window you want

fndowname’s S NG W] O >cloct i your
the name in the

f Sequence. As you
title barof a = i s | [T irier =] || [mamst drag, your cursor
dialog. becomes a

o | pe— 1 magnifying glass
) and the Window
i || i w'rcion = name, class, and
g | - type fields change
Window class can iacioun Andker Fa dynamically,
be popﬁla\tﬁq § . lII depending on
using the Window | ke (ks Eickicn Lol where the cursor
finder tool. e 4' is positioned.

Figure 155: The Window Properties dialog

Wait until window —Choose to wait until the window appears, disappears,
becomes active, or becomes inactive.

Give up after X seconds—Stops looking for the Action X seconds after this
steps of the Sequence is triggered.

If step succeeds-After this Action is completed, this list specifies what the
Sequence should do next. For example, it can stop the Sequence, and notify
the user, continue to the next step of the Sequence, or skip to the next step.



If step fails—After this Action is completed, the list that appears specifies
what the Sequence should do next. For example, it can stop the Sequence,
stop the Sequence and notify the user, continue to the next step of the
Sequence, or skip to the next step.

Password Vault

The Password Vault Action can be useful in Sequences for storing
information, such as E-mail passwords. If your passwords are stored, no one
behind you can see what text you are typing to access other computers, etc.

Using Password Vault

To insert a Password Vault Action into a Sequence:
Open the Sequence Editor to

display the Sequence in which Eﬁ_
you want to insert a Password —

Vault Action.

Position the insert arrow in the il g

location you want to insert the oo EEIEX -
Password Vault Action. g |ETT T -
From the Create menu, select

Sequence Tools. I

From the Sequence Tools - 156. The Action P ios dialog f
igure . € Action Properties aialog tor
submenu, select Password Vault. the Password Vault Sequence

Complete the Sequence Action tool.
Properties dialog that is shown in
Figure 156 and click OK.

Password Vault Options
Password—The password you want the Sequence to enter.

If step succeeds-After this Action is completed, this list specifies what the
Sequence should do next. For example, it can stop the Sequence, and notify
the user, continue to the next step of the Sequence, or skip to the next step.
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If step fails—After this Action is completed, the list that appears specifies
what the Sequence should do next. For example, it can stop the Sequence,
stop the Sequence and notify the user, continue to the next step of the
Sequence, or skip to the next step.

Message

Use the Message Sequence tool to create a custom dialog that displays at a
designated point in your Sequence. The dialog input can be used as an
ifithen decision within the Sequence.

To insert a Message Action into a Sequence:

Open the Sequence

: : Y e N - |
Editor to display the

X . v P ey
Sequence in which you ey by
want to insert a Message FrpP
Action.
Position the insert arrow
in the location you want to
insert the Message
Action. (= TV
From the Create menu, " i i
select Sequence Tools. " G i e [ ot
Lo gty bl [Fost i o oo j

From the Sequence Tools
submenu, select Message. kg ikl

Complete the Sequence ([T S g =]
Action Properties dialog
that appears and click OK.

1] b sl |Ship vt 2o =

Message Options
. Figure 157: The Action Properties dialog for the
Message to dlsplay— Message Sequence tool.

The text you want to
appear in your custom dialog.

Show OK button—Displays an OK button in your custom dialog that you
can select to proceed with the Sequence.

Show Cancel buttor—Displays a Cancel button in your custom dialog that
you can select to cancel the Sequence.



Continue automatically after X seconds—Stops looking for user input
“X” seconds after the custom dialog appears.

Text entry field—Choose to place user-specified text on the clipboard, to
type the text, or to type the text with returns.

If step succeeds-After this Action is completed, this list specifies what the
Sequence should do next. For example, it can stop the Sequence, and notify
the user, continue to the next step of the Sequence, or skip to the next step.

If step fails—After this Action is completed, the list that appears specifies
what the Sequence should do next. For example, it can stop the Sequence,
stop the Sequence and notify the user, continue to the next step of the
Sequence, or skip to the next step.

Window Selector
Use the Window Selector to choose a program window in a Sequence.

To insert a Window Selector Action into a Sequence:

Open the SeqUENCe Eaitr oy |
to display the Sequence in FrF

which you want to insert a I st wrckoey wfoce e conkinr |
Window Selector Action.

Position the insert arrow in

B Gt sl s el Gplan popas

the location you want to i

insert the Window Selector D = = o )
Action. 1 vy ke { Bt wormerwn arwd v mm =l
From the Create menu,

select Sequence Tools. o ] cwed |

From the Sequence Tools
submenu, select Window
Selector.

Complete the Sequence
Action Properties dialog that appears and click 0K.

Figure 158: The Action Properties dialog for the
Window Selector Sequence tool.

Window Selector Options

Select window whose title contains-The name of the window for which
you want the Sequence to search.
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Select window with selected properties-Enables the Select Properties
button.

Select Properties—Displays the dialog shown in Figure 155 and discussed
on page 202.

If step succeeds-After this Action is completed, this list specifies what the
Sequence should do next. For example, it can stop the Sequence, and notify
the user, continue to the next step of the Sequence, or skip to the next step.

If step fails—After this Action is completed, the list that appears specifies
what the Sequence should do next. For example, it can stop the Sequence,
stop the Sequence and notify the user, continue to the next step of the
Sequence, or skip to the next step.

Clearing Selected Hot Keys

Chapter 12

When you no longer want a hot key assigned to the selected Sequence, click
the Clear hot key button in the Sequence Editor. You may want to take
advantage of this option if you want to make this Sequence part of a larger
Sequence and you need the assigned hotkey for a different Action.



Tips

Appendix A:
Tips and Troubleshooting

This section provides tips for using QuicKeys and describes solutions for
some common problems you may encounter when using QuicKeys.

You can drag files to the QuicKeys Editor to create Open Actions.
You can drag text to the QuicKeys Editor to create Type Text Actions.

Speed up the process of creating and editing Actions by unchecking the
Show Setup Wizard introduction page andAlways use Setup Wizards for editing
check boxes in theptions dialog. Se@age 39for more information.

You can right-click an Action in the QuicKeys Editor and choose Cut or
Copy from the context menu that appears. Then you can set the insert
arrow in the Sequence Editor, right-click and choose Paste from the
context menu to paste your Action into the Sequence.

You can create a Windows Selector Action if you use a laptop computer
so that you can see all your open programs without running out of room
on the taskbar. The Windows Selector Action is available iSetjvence

Tools submenu of thereate menu.

Press Control+Tab to insert a tab in the Type Text Action Properties
dialog.

If you have a scrolling mouse button between your right and left mouse
buttons, commonly referred to as an IntelliMouse, do not use it to record
your Actions.

If you use Web Launcher with the America Online (AOL) browser,
Internet Explorer is launched rather than the AOL browser.



Troubleshooting

Appendix A

If you want the hot help that appears over toolbar buttons to be more
descriptive, change the name of the Action represented by the toolbar
button. The hot help pop-ups are filled by the information you provide in
the Name field of your Actions.

Make sure you are very careful about assigning single keys as your hot
key triggers. For example, assigning the Backspace key for the Open
Microsoft Explorer Action could get irritating after a few minutes. If you
do attempt to assign a single key as your hot key, QuicKeys displays a
warning dialog. The warning dialog is permanently turned off if you
check theDo not ask me this again check box within the dialog.

If you are using Windows NT, installation must take place while logged
in as administrator or as a user with administrative rights.

If you are consistently having problems with the same program when you
are recording sequences, choosidahle smart recognition within the
QuicKeys Controller Action.

You must have a sound card for the Multimedia Actions to work properly.

Desktop Scope is limited to the actual desktop being active. It does not
include drive windows.

If you deselecs$how Wizards For Editing, you see a different dialog when you
edit an Action in théMy Actions tab.

The Windows Specialdp one folder Action doesnot navigate up one
folder level if you are using it within a standard Windows Explorer
window. It only works within Open or Save dialogs.

If you choose to open Microsoft Explorerfuil Screen view over an auto
hide toolbar, the auto hide toolbar will remain behind the Explorer
window until you close the toolbar and reopen it.

If one of your QuicKeys triggers suddenly doesn’'t work, make sure you
don’t have a QuicKeys dialog open on your desktop. When a QuicKeys
dialog is open, the QuicKeys menu in the status area haXaved.it.

If you only see a few buttons in yoSstup Wizards tab, click the drop-
down list arrow at the top of the tab and seAéidtizards from the list that
appears. All your Setup Wizard buttons should immediately return.

You must exit the Clipboard Editor before you can see your newly added
clips in thePrompt for item to paste window.



* You must have an insertion point available before the QuicKeys
Clipboard “paste” function works properly.

 If you delete, rename, or move custom icons that are used in toolbars, the

toolbar button that used that icon will no longer display that graphic.

* ltis possible to add toolbauttonsto toolbarsthat have a different scope
than the Actions represented by the toolbar buttons. This capability may
keep the Action that is triggered with the toolbar button from functioning
properly. For example, a toolbar button representing a Microsoft Word
Action can be added to a toolbar that only works in Internet Explorer.

 If you have an Action that doesn’t function properly with a toolbar
trigger, try using a hot key trigger instead.

» Make sure when you create toolbar triggers that you do not create an
infinite loop. For example, you can repeatedly choose the current toolbar
as a QuicKeys button in the Toolbar Button Wizard.

Multi-User Workstations

If your Windows machine is on a network, you probably have to provide
your user name and password when you restart your computer. If you start
QuicKeys and create Actions after completing the login process, those
Actions are stored in a preference file that is linked to your user name and
password. The benefit of this architecture is that multiple users can log into
the network from the same workstation, yet retain their own personal
QuicKeys Actions. The process is invisible to you, but it's important to know
if you are concerned about your Actions being used by someone else.

Tips and Troubleshooting
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Appendix B:
Creating Custom Toolbar Icons

This chapter discusses how to create icons that can be used in QuicKeys
toolbars. The ability to create your own toolbar icons enables you to
completely customize how QuicKeys toolbars look and function.

Creating an Icon

N

The first step in using one of your icons in a QuicKeys toolbar is creating the
icon. Your icon must use thigo extension in the file name and it must have
dimensions that equal 16x16 or 32x32 pixels.

The following example uses Microsoft’s Paint program, since most
Windows users install it with the system software. However, you can also
use other graphics programs to create icons, such as@\mmmshoﬁ.

To create an icon:

Open the Paint program that is installed with standard installations of Windows.
Select Attributes from the Image menu.

In the Attributes dialog, type 32 in the Width sls ez ([ ok |

and Height fields. Ul
. . . s ©Op Bl o= |
0 You can also type 16 in both fields if pesa |

you want to create a smaller icon. g

Select Pels in the Units area to use Pixels
as your unit of measurement.

Select whether you want to use hlack and
white or colors in your icon.

Click OK when you are done. A blank square appears in the Paint dialog.




10

11

12

Use the tools in the Paint program'’s tool
palette to create an image.

Select Save as from the File menu.
Navigate to the location on your hard
drive where you want to save this icon.
Type a name for the icon in the File name
field. For example, type greenface.ico to
mark the file as an icon file.

Select 24-bit Bitmap from the Save as type
drop-down list.

Click Save. The new icon is saved to the
location you specified.

Setting the Icon in Quickeys
The next step in customizing your toolbar buttons is adding your new icon

Appendix B

N

to your toolbar buttons.

To set a custom toolbar icon:

Right-click a button on an open toolbar.
Select Set icon from file.

Click the Browse button in the Select Icon
dialog.

Navigate to the custom icon you just
created.

Choose the icon and click Open. The Select
Icon dialog appears.

[ PR R e

b o ek M o o Mo

Figure 159: The icon in this
example was created
with the circle tool, the
line tool, and the pen
tool

'.I:i-|
= Seticon from file...
Set icon from bitrmap...

Festore default icon

Delete Button

Toolbar Button ‘wizard...

Select the icon in the Select Icon dialog and click OK. The new icon appears

immediately on the toolbar you selected.



Appendix C:
The QuicKeys Architecture

QuicKeys is composed of three primary components: the QuicKeys Editor,
the QuicKeys Engine, and QuicKeys plug-ins. Within those three primary
components are sevesdcondarycomponents. To help you visualize this
architecture, see the diagram below.

uicKeys (_;l Plug-in |
(Egditor y Keyset Manager
Setup Wizard Manager
rF—_———
Sequence I
Editor
I | Action Editor Manager
L — — — 4
3
QuicKeys S
Engine Playback Manager 5
>
2
Recording Manager >
Toolbar Manager >
r= - -1
| Scope |
I Manager | Trigger Manager N
L - - — 4
OLE Automation Interface
VB Script Office Programs Other Tools
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Appendix D:
Hot Keys That Cannot Be Used

There are some hot keys that QuicKeys cannot use because the hot key is
reserved for another function. This appendix lists the “blacklisted” hot keys
along with a brief explanation of why they cannot be used.

Hot Key Why it can't be used

F1 Opens QuicKeys Windows online Help

Windows+E Reserved for starting Windows Explorer

Control+Escape Opens the Start menu

Alt+Tab Opens the next program listed on the
taskbar

Windows+Tab Selects the next taskbar button

Windows+F Locates files or folders

Windows+Control+F Finds a computer on the network

Windows+F1 Opens Windows online Help

Windows+R Opens the “Run” dialog

Windows+Pause Opens the System Properties control
panel

Windows+E Opens Windows Explorer

Windows+D Shows the desktop

Windows+M Minimizes all windows

Windows+Shift+M Maximizes all windows

F12 Used by the Windows operating system
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Glossary

Action—Tasks QuicKeys completes. For example, you can trigger an
Action by selecting the hot key you assigned to the Action.

Action Scope—The range of operation for an Action. For example, you can
create Actions that only work when Microsoft Word is active or Actions that
work in anyactive window on your computer.

Action Set—A collection of Actions or Sequences used primarily in the
context of importing or exporting Actions. For example, users can export an
Action Set and share it with another QuicKeys user.

clip—Individual item in a QuicKeys clipbook.

Clipboard—The system’s holding area for an item selected using the Cut
or Copy feature.

clipbook—The QuicKeys-specific holding area for selected text and
graphics.

context menu—The menu that appears when you right-click your mouse.

dialog—Part of the software interface that contains command buttons and
various kinds of options through which you can carry out a particular
command or task.

drive—Storage device that holds computer data. A drive typically appears
to reside locally on your computer, whereas a volume appears to reside on
an external computer elsewhere on the network.

Extension—The part of a Windows file name that identifies file type,
such as ".dllI".

hot key—The key(s) you must press on your keyboard to trigger a
QuicKeys Action.



parameters—Program-specific command lines you can use to further
control the behavior of the selected file.

plug-in—Use to refer to existing QuicKeys components, such as the
Change Folder Action, as well as to refer to future QuicKeys add-ons.

properties—Attributes or characteristics of an object used to define its
state, appearance or behavior.

QuicKeys Editor—The main component of the QuicKeys interface where
you access the Setup Wizards, My Keyboard, My Actions, and My Toolbar
tabs as well as the various menu items.

QuickReference Card—The dialog that displays all of your Actions and
hot keys.

QuicKeys menu—The context menu that appears when you right-click the
QuicKeys icon located by default in the status area of the taskbar.

QuickStart Wizard —The wizard that appears when you have not yet
created any Actions in QuicKeys.

run—The appearance of a file when it is opened with the Open Action.

scope—The range of operation for an Action. For example, you can create
Actions that only work when the Microsoft Word is active or Actions that
work in anyactive window on your computer.

Sequence-A series of Actions that execute consecutively.

Setup Wizards—The QuicKeys Editor tab that displays the various Setup
Wizard buttons.

Setup Wizard buttons—The buttons that display in the Setup Wizards tab
of the QuicKeys Editor.

shortcut—The icon that appears when you drag a QuicKeys Action to the
desktop and it becomes an "official" Microsoft shortcut.

taskbar—The bar that appears by default at the bottom of the Windows 95
desktop. A QuicKeys icon displays in the status area of the taskbar. When
you right-click the QuicKeys menu, a context menu appears that makes
Toolbars, recording options, and open and exit options available.



toggle—Turns a particular mode on or off. For example, you can toggle hot
keys on or off.

toolbar—The graphical palettes you can use to trigger hot keys and display
Action menus.

trigger—Directs QuicKeys to start an Action.

URL—Uniform Resource Locator. The Worldwide Web (WWW) consists
of URLSs that take you to specific Web sites. For example, CE Software’s
URL is http://www.cesoft.com/

volume—(1)The level of sound on your computer. (2) Network hard disk
space.

Glossary
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