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GRAPHICAL TABLE OF CONTENTS

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

Use this QuicKeys Action...

If you want to automate these tasks...

Advanced Text Tools

See page 59 for more information.

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/IDVD

See page 127 for more information.

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

Check Spelling

See page 64 for more information.

Check the spelling of words in any document.

1)
m«:a

Choose Printer

See page 133 for more information.

Switch your default printer.

Dial-Up Networking

See page 135 for more information.

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

File Handler

See page 75 for more information.

Set the file extension for a group of files.

Move a group of files to another directory or drive.

Folders

See page 84 for more information.

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

§ 0 @ &

Instant E-mail Action

See page 141 for more information.

Send an E-mail that contains attachments to a friend.
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Use this QuicKeys Action... If you want to automate these tasks...

Network Drives Connect to or disconnect from a network volume.

See page 135 for more information.

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

See page 87 for more information.

Quick Type Type long words or phrases using abbreviations specified in a user-created glossary.

et | O | e

See page 62 for more information.

QuicKeys Clipbook Control QuicKeys’ version of the system Clipboard.

See page 100 for more information.

QuicKeys Controller Open/Close the QuicKeys Editor.
@ See page 55 for more information. | Show the QuicKeys QuickReference Card.
Enable/Disable QuicKeys hot keys and timers.

Control QuicKeys recording.

Recent Files Search for files modified within a specified amount of time.

g See page 90 for more information.

=== Screen Capture Take a screen shot of the selected window or the desktop and outputs the image to a user-specified

II@II location.
! I See page 121 for more information.

Screen Saver Start or stop your selected screen saver.

See page 123 for more information.




Use this QuicKeys Action... If you want to automate these tasks...

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

See page 125 for more information.

Select Menu Select an item from a menu without using your mouse.

See page 107 for more information.

Set Audio Volume Adjust the various audio devices on your computer.

See page 130 for more information.

Set System Clock Set your system clock based on your input or based on specified time server information.

See page 110 for more information.

Special Characters Type symbols or international characters.

See page 66 for more information.

System Specials Empty your Recycle Bin.

& % @ & &l O

See page 113 for more information. | Lock your computer.

Log off your computer.
Restart/shutdown your computer.
Set your computer to standby.

Restart Windows.

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

B sce page 37 for more information.
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Use this QuicKeys Action... If you want to automate these tasks...

Type Date/Time Type the date and time in a specific format.

%} See page 68 for more information.

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

See page 115 for more information.

B
Type Text Type text you specify.
4 1 See page 71 for more information.

Web Launcher Open a specified URL in your default Web browser.
See page 144 for more information. | Open selected text as a URL.

Display a list of Netscape Bookmarks or Internet Explorer Favorites.

Window Handler Manipulate all windows, active windows, and specified windows.

See page 116 for more information.

Zip Files Compress, decompress, and verify Zip files.

See page 92 for more information.

Sequence (only available from the | Display the Sequence Editor, which you can use to combine Actions and recorded tasks.
Create menu)

See page 153 for more information.




CHAPTER 1
WELCOME TO QUICKEYS

QuicKeys® 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 as
Actions. QuicKeys Actions 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
single trigger, 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 called Sequences, and 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 QUICKEYS CAN DO FOR YOU

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 QuicKeys a trigger that will tell it when to
repeat your actions. You will learn more 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.
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The savings in time and frustration is 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?

WHAT’S NEW IN QUICKEYS 2.0

QuicKeys 2.0 offers many new features and key
improvements that will provide you with even more ways to
get your work done quickly and efficiently.

NEW ACTIONS

¢ Screen Capture: Take screen shots of your entire screen or
an active window using a Screen Capture Action. You can
then save the captured image to a file, the Windows
clipboard, the QuicKeys Clipbook, or you can print it.

* Screen Saver: Control your screen saver with a Screen
Saver Action. You can use QuicKeys to select a screen saver
or to turn your screen saver on and off.

* Set System Clock: Change your system clock to a time you
provide or to a time designated on a specified time server.

e Zip Files: Compress files, extract compressed files, add to
compressed files, and validate compressed files with the
new Zip Files Action.

* Quick Type: Specify typed abbreviations for long words,
names, or phrases. Build a glossary of the words you use
and then choose which characters you want to represent
those long words or names.

¢ Check Spelling: Check the spelling of a selected block of
text in virtually any document.

* Mouse Position: Specify where you want your mouse with
a QuicKeys trigger so you can keep your hands on the
keyboard.

NEW SEQUENCE ACTIONS

* Select Items in List: Select an item in a dropdown list by
inserting a step in your Sequence that checks for specific
list controls. You can direct QuicKeys to check by index or
by text.

¢ Select Items in Dropdown List: Select an item in a
dropdown list by inserting a step in your Sequence that
checks for specific combo box controls.

¢ Switch Tabs: Switch tabs in a Sequence using tab controls.

* Wait for User Input: Wait for user input, such as a
keystroke or a mouse click, before proceeding with a
Sequence.

* Check Condition: Verify that a specific condition is met
before proceeding to the next step of the sequence.

* QuicKeys Event Logger: Write out events to the Windows
NT and Windows 2000 System Event log or to a log file on
Windows 98.

TOOLBARS

Residing primarily off-screen, new Pop Out toolbars “pop
out” when your mouse moves near them. They are similar to
Dockable toolbars that use the Auto-hide feature, except that
you can have multiple Pop Out toolbars on one side of your
screen and you can choose the orientation and shape of each
toolbar.

Another improvement made to QuicKeys toolbars is the
availability of defined and recent Actions in Toolbar Action
Menu buttons. Now you can have frequently-used Actions at
the tip of your fingertips without having to make any
adjustments within QuicKeys.



ADDITIONAL IMPROVEMENTS

QuicKeys Editor: The QuicKeys Editor offers
improvements in the interface as well as in functionality.
The My Keyboard, My Toolbars, and My Actions views
each offer a tab that enables you to look at all of your
Actions or all of your toolbars, regardless of scope. Plus,
when you scope an Action to a particular application, that
application appears at the top of the scope menu next time
you create an Action. Finally, you can now edit Action
names directly in QuicKeys Editor Action list.

System Specials: Use the System Specials Action to lock
your Windows NT or 2000 computer, or to empty the
Recycle Bin.

Window Handler: Restore the last minimized window;
center the active window; set active window size;
maximize, restore, or center specified windows; and set the
window size for specified windows using the Window
Handler options.

File Handler: Set file and folder attributes to read-only,
hidden, system, archived, or to a specific date and/or time.
You can also display the Windows “Open With” dialog so
you can choose which program opens the selected file.
Choose among new options that support the use of
wildcards, skip sub-folders, and move selected files/
folders to the Recycle Bin rather than immediately deleting
them.

QuicKeys Clipbook: Use the “Clear all” option in the
Clipbook Editor to clear all your clips. You can also specify
the name of the file you want added to your paste, copy, or
delete functions.

Folders: Create a new folder with the Folders Action.

Sequences: Like the QuicKeys Editor, the Sequence Editor
offers improvements in both the interface and program
functionality. New in the interface are Action buttons that
make it much easier to edit your Sequences. For example,
just click the Folders button in the Sequence Editor to add

a Folders action to your Sequence.

In terms of functionality, version 2.0 provides several
useful enhancements. You can edit Sequence step names
directly in Sequence Editor list. Plus, using the QuicKeys
menu, you can record a single Action and take advantage
of the updated playback palette, which now displays the
Sequence name and step number. The playback palette
also has a handy new “Stop and open Editor” button that
opens the Sequence Editor.

¢ Printing: Click the Print option in the QuicKeys Editor or
the Sequence Editor to print Action subsets and Sequence
steps, respectively.

* QuicKeys Tips: Create Actions directly from the QuicKeys
Tips window at startup.

* Update Checking: Use the Check for QuicKeys updates
option in the QuicKeys Editor Help menu to see if you
have the latest version of QuicKeys.

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, each chapter offers
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 the User
Guide.
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¢ 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 information about 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 12: Provides information about the
features and benefits of each individual QuicKeys Action,
as well instructions for using those Actions.

¢ Chapter 13: 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.

e Appendix d: Provides a list of hot keys that QuicKeys
cannot use.

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 from the Stat 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 to the File menu.

A right-arrow character (>) indicates the hierarchy of
menu and submenu options.

A [0 symbol indicates a note that provides supplemental
information about the topic being covered.

A A symbol indicates an important statement that requires
special attention.

CONTACTING CE SOFTWARE

If you have questions about QuicKeys that are not addressed
in the manual, use this section to learn how to contact CE
Software.

TECHNICAL SUPPORT
CE Software offers online, fax, and telephone support. Visit
the Technical Support Web page at http://www.help.cesoft.com for
information about the various support options.

Contact Information

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

Phone: 515-221-1803

Fax: 515-221-1806

Web page: http://www.help.cesoft.com
E-mail: ceonline@cesoft.com



Before You Call
Check the following Web sites for technical information:

* Have you checked the QuicKeys Web site for updates and
product information at http://www.cesoft.com

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

When You Call

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 version (e.g. QuicKeys 2.0)
e Computer type and model (e.g. Pentium 2 333 Mhz)

® Operating system and version (e.g. Windows 98)

PRODUCT FEEDBACK

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

USER GUIDE FEEDBACK

We also welcome feedback about the documentation that
accompanies QuicKeys. Please E-mail us at manuals@cesoft.com
with your comments and suggestions.

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

SALES AND CUSTOMER SERVICE

CE Software’s sales and customer service staff can answer
your questions about product availability, upgrades, product
prices, damaged disks, customer registration, and general
policies.

Contact Information

The CE Software Customer Service department is open
Monday through Friday from 8:00 A.M. to 5:00 P.M. U.S.
Central Time. 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 contact your local
distributor.

e Phone: Domestic orders 800-523-7638

e International orders: 515-221-1801

¢ Fax: International and Domestic orders 515-221-2258
¢ Online: http://www.cesoft.com/

Ownership Transfer
If you transfer ownership of a CE Software product, please
E-mail us at sales@cesoft.com or send a letter with the product
name, serial number, your name, and the new owner’s name
and address to:

CE Software, Inc.

Attn: Ownership Transfer

P.O. Box 65580

West Des Moines, 1A 50265 U.S.A.

Change of Address
If you change your address, please E-mail us at sales@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, 1A 50265 U.S.A.
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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 98 or NT 4.0 or
greater

¢ Personal computer with a Pentium or equivalent processor
¢ Internet Explorer 4.0 or greater

e 16 MB of RAM (32 MB recommended)

* One CD-ROM drive

* Atleast 20 MB of available hard disk space

¢ SVGA 800x600 monitor

O Certain features are enhanced by an Internet
connection

INSTALLING QUICKEYS

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

1. Read the wizard dialog that appears when you start
installation and click Next.

2. Read the terms of the Software License Agreement. Click
Yes if you agree with the terms and want to install the
software.

3. Read the Readme file and click Next.

4. Type your Name, Company, and Activation Key in the
appropriate boxes and click Next. (Your company name is
not required.)

5. Choose the directory where you would like to install
QuicKeys and click Next. A status bar appears.

6. 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.

AFTER INSTALLATION

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. Before you use the QuickStart Wizard,
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
you set up with the QuickStart Wizard later.
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HOW TO USE YOUR NEW ACTIONS

You can trigger the Actions created by the QuickStart Wizard
by:

* Selecting the hot key you assigned to your new Actions.
¢ Selecting an Action from the QuicKeys menu.

Each of these methods is discussed in “Triggering Actions” on
page 25, but this section provides instructions for using the
QuickReference Card to trigger your Actions.

USING THE QUICKREFERENCE CARD

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.

eIf you chose not to print the QuickReference Card, press
Shift+Control+Space to display the QuickReference Card on
your screen. Click one of the Actions listed in the Quick-
Reference Card to trigger it. See page 34 for more infor-
mation on the QuickReference Card.

MORE ABOUT THE QUICKSTART WIZARD

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

¢ The QuickStart Wizard only displays when there are no
Actions created or when you select Run QuickStart Wizard from
the Help menu.

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

e 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 22
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 87 for information on the Open Action.

e By default, all Actions created with the QuickStart Wizard
are listed in the My Actions tab of the QuicKeys Editor and in
the QuicKeys menu. See Figure 1 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 34 for
more information on the QuickReference Card.

* You can type up to 10 KB (more than 10,000 characters) of
text when you set up the Type Text Action with the
QuickStart Wizard.

e The QuickStart Wizard creates a Dockable toolbar that
displays QuicKeys Action Menu buttons.

STARTING QUICKEYS

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 12. To learn how to
start QuicKeys without the assistance of a wizard, use the
following instructions:



To open the QuicKeys Editor:

1. Right-click the QuicKeys icon. It is located in the status
area of the taskbar (commonly known as the tray).

Fileb skt Pro Ar+Cni+0
Marwrize: o s Shilt v Ak o Ol ¢ M
Mobepad Abanle 2

Dpen Quackmys Edine Shilt + CH = Ener
Show DuickRefmence Card Shilt + T + Space.
Toolais *
Stat Facosdrg

D QusicKeyps Edilos
Esdt Quickeys

L Cuickidal Fio | &)ce : a Abod loa

FIGURE 1: By default, you can open the QuicKeys menu from the
Windows taskbar. The QuicKeys menu is located in the status area of the
taskbar.

2. Select Open QuicKeys Editor from the QuicKeys menu. The
QuicKeys Editor appears. See page 12 for more
information on the QuicKeys Editor.

CHECK FOR QUICKEYS UPDATES

When you select Check for QuicKeys updates from the QuicKeys
Editor Help menu, QuicKeys connects to CE Software using
TCP/IP. If your version of QuicKeys is not current, an alert is
displayed telling you how to get the newest version of
QuicKeys. You can choose to go to CE Software’s Web site
immediately or you can choose to be reminded of the update
in “X” days.

If you are unable to connect to CE Software, the attempt will
time out. A connection failure may occur if you have no
Internet connection configured, if you have problems with
your dial-up service, or if CE Software’s server is not
available.
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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. QuicKeys Actions automate simple one-
step tasks, such as choosing a network printer. QuicKeys
Sequences automate multi-step tasks, such as starting a
database program, searching for a specific item, or 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.

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 QuicKeys when to 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
triggers you choose.

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.
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QUICKEYS COMPONENTS

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 Actions. This
section familiarizes you with each of these components.

O For a diagram of the QuicKeys architecture, see
page 179.

QUICKEYS EDITOR

When you select QuicKeys from the Start menu, the QuicKeys
Editor appears. 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: the
Setup Wizards tab, the My Keyboard tab, the My Toolbars tab, and the
My Actions tab.

FECRICEN ENRIF
Bzt | B | O | @i
= [ | Hee | @ |
Q=T | P | FEZ | F e
Bz | B | itz | @ |
FENEER LS
T | A | @2 | Bz |

Use the Setup Wizards tab as a starting point for

setting up Actions with the Setup Wizard.

', Doy Edi
Bl Edt Dwstn Yww Hep

ForHs. press F1

Create, edit, and delete toolbars from the
My Toolbars tab.
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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 in the Setup 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

1=] x| &% an Action button for more than one second, a hot help
e e W e S description of the Action appears.
El _ [ T (T
= R B ) i )
SR | Click the drop-down The text of the Wizard window
III arrow to display a list label changes depending upon
of Setup Wizard which group of Setup Wizards
s ' o€ ; whi
mu:qumnmm viewing options. is displayed.
';n 1 ot by | Descrption [ Toggers I:’
P e R N
% Chack: spling - Engich (Check & paling [Check: peling - Engish| File Edit Create ¥i[v Help
| s £PSOM Sty Phcks 75 hit+ A8+ CH+ 0 Choms P EPSOH Stz 7 B
oot MR vy oyt st st SRR e R quickeys [ |
Lol — 2 7 Setup Wizards! EE My Hevboard | BBy Tookars | DMy Actons |
Use the My Keyboard tab to quickly add or change ‘ £5] Advanced | ‘ B) comw | ‘ Check | ‘ choose
hot key triggers for existing Actions. Al W s &3 printer

Dial-Up _ D )
‘ g Wetworking | ‘ @ File Handler | ‘ Folders F=5 Instant E-mail

ElEﬂD-l-!walh

Alne] = ) Hetwork =41 qui &g Quickeys
Drives CE=D =4 suickType Clipbook
Foonpess  |@Eweetod | Ewisees  Osyssons |

avackons | ursvenal| Sesgiiz a3 | Quicks

eys .
Hamn Ty Tl @ Contreller g) Recent Files:
i [ o i

Y — e —
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WO 003 25 am Shiva 40
Al Lock corpatas fincoes 2000 ari
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‘ @ Settings | ‘ % Select Menu | ‘ £ Voiume | ‘ @ Clock

Special System Tl Type
Characters : Specials Date/Time

web Window
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View all your QuicKeys Actions and their properties from the

| 1 Screen
O
i | Capture | ‘ . Screen Saver |

My Actions tab. This illustration uses the Details view, but you For Help, press F1 [ T
can also select the Large Icons, Small Icons, or List views . i . .
from the View menu. FIGURE 2: Click a button in the Setup Wizards tab to be guided through

the process of creating, editing, and deleting Actions.
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The My Keyboard Tab

When you click the My 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 on the right side of the window. See

Figure 3.

Hot keys can be edited The selected key Modifier keys used in
by clicking in the Hot displays in the Key combination with the
key column and area, along with the selected key display

pressing a different key Actions that use that in the Key area.
combination. key.

s uiffeys o J || M=K

File E|t Cieate Yiew Help

PR quiekeys” W

7 Se| pWizards =5 My Keyboard |,,'.‘-" My Toolbars | £ w | actions |
K| s0ard Layou
{0 T G \_I_IJ
1]
o T ") pervr Ot | 5 [ G| 2]
O o ‘ el [roa] [enls 5 |7 0
Ber = el [
= 2  EPSON Styh
L\ll‘\‘lll‘\‘ll\‘\lll\‘l ] L
ST T o O RN
= el EEEE =
T 1 | |
- Action
Al ctions | Universal| Snagltz2 43|
Marne Hot key [ Description [ Triggers [~
2] Risformat test Advanced Test Tooks [eformat text]
A Stiin quote marks Carsra ) Advanced Test Tools [Strip quote marks]
% Check speling - English Check Speling [Check speling - Englsh]
&8 EPSON Stylus Photo 750 Shift+40+ Chl+ 0 Chooss Printer [EPSON Stylus Pheto 750] B
&5 HP Laseret 2100 Series PCL 6 Shft + A0+ D+ 1 Chooss Printer [HP Laserlst 2100 SeissP. B 5 o
For Help, press Fi HUM F

FIGURE 3: 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 30 for
more information.

Drag and drop Actions from the Action Sets pane to one of the
Keyboard Layout buttons to assign or reassign a hot key.
When you release the mouse, the menu shown in Figure 4
appears. Use the menu to choose modifier key(s) that will be
pressed simultaneously with the selected Keyboard Layout
key.

[Mone]

Ctrl
Shift
Al
Win

Cirl + Alt
Ctrl + Shift
Cirl +%in
Alt + Shift
Al + it
Shift + fin

Cirl + &lt + Shift
Cirl + Alk + 'in
Ctrl + Shift +Win
Al + Shift + Ain

Crl + &lt + Shift + Win

FIGURE 4: The modifier menu

For example, if you drag a Type Text Action from the Universal
tab to the F8 key, the modifier menu appears. If you select
(None), pressing F8 alone will trigger the Type Text Action. If
you select Clrl+Alt+Shift, you must press Cirl+Alt+Shift+F8 to trigger
the Type Text Action.

U You can also access the modifier key menu by
right-clicking an Action listed in the Key area of the
My Keyboard tab and selecting the Modifiers option.



Right-click an Action in the Action Sets pane to create a new
Action; cut, copy, paste, or delete Actions; select all options;
change the way the Action list is displayed; display properties
or advanced options; or clear the hot key for the selected
Action. See Figure 5 for an illustration of this context menu.

fotion Sets
Uriversal | Febiakes Fio |

Hane [ tecd by [ Decrpton [ Taggms [a]
LIEED Trpe Diale/ Time [10:21/38] B &

£ appicaion Data fokde Change Fokdes [gpkcation Dt loider] =}

5 Cloe Front Win AT Sequence - ke Front Win

85 Copy sedection o Cipbock

Open FleMsker Pro
Tockat - Happy Tookbar

B D AT lp St Ao Vickame Brecinsse Main volume] =]

M St A1+ Down Acbvanced Test Took |Lowercase]

LA Changs Fokder [Mp Documents fokder] =1

= T Shilt « F12 Quickeys Cipbock B A

& Cheaibot bey ckion Scope Ab+CH+F Sequence - Dgen Datsbase

QF Doer Duckieys £cr__Timad Triggees Cnf» Erter Quickiays Corioer [Dpen uick ays £ o

£ Dpen DuckMal AL+ CH+0 Sequence - Dpen DuckMal =l

FIGURE 5: Right-click an Action in the Action Sets pane of the My
Keyboard tab to display the context menu.

Right-click the Actions listed in the Key area to delete a
selected Action from the Set, to display the Properties and
Advanced options, to clear the selected hot key, or to select
Modifiers for the selected Action.

0 |
1] Filehisheer 24 1T ce ial
Fro Delete
£5) Oper Properties
Cute e L Toolbars

Clear hot key Action Scope
Madifiers (3 Timed Triggers

FIGURE 6: Right-click an Action in the Key area of the My Keyboard tab
to display the above menu.
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The My Toolbars Tab

When you click the My Toolbars tab, you can see a list of all your
toolbars. Toolbars are 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,
because you 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.
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When you click the toolbar name in the My Toolbars tab of the
QuicKeys Editor, all the Actions that reside on that toolbar
display in the Toolbar Buttons pane.

Click a column
heading to choose how
your toolbars are
sorted.

4, QuicKeys Editor

File Edit Create ie| Help

When you select a toolbar,
the buttons placed on that
toolbar display in the Toolbar
Buttons pane.

MCEEIEE quiekeys |

& Setup Wizards | G My Keyboard

~ Toolbar

& My Toolbars

| 0 My Actions |

Al Teobars | Uriversai |

L —
@R Quickeys Contioler =

Toolbar Type

Toolbar N ame
s Diockable

Eppication Launches  Fop Out
Desklop Publishing  Pop Ot
Corespondence Pop Out

Open
Window Handier
@y System Specials
Quickeys Clipbook
= Folders
(B Window Selector
Advanced Ted Tools
C0/VD
89 DialUp Metworking
i et Audio Yolume

€% Show QuickReference Card
Acrobat Distler 4.0

Adobe Acrobat 4.0
fz| Adobe Frametdaker 5.5 e

Microzoft word
Musichatch Jukebox 4

Paint
QuickBooks Pro
e ik o ;I
For Help, press F1 ]

FIGURE 7: Use the My Toolbars tab to create, edit, and delete QuicKeys

toolbars.

¢ Right-click a toolbar in the My Toolbars tab to create a new
toolbar, create a new 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 on page 37 for more detailed information

about toolbars.

The My Actions

Tab

When you click the My 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.

There is a different tab
for each Action Scope
you have specified.

Double-click an
Action to edit it.

Actions that can be
triggered using the
QuicKeys menu or a timed

trigger can be identified by a
menu icon or timer icon.
Lauoker el W=
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A& Sub-sequence sxample 11 Sequence - Sub-sequence exampls
B Sequence Tooks Sequence - Sequence Tools
o i T |
For Help. press F1 [ oM

FIGURE 8: Use the My Actions tab to view, create, or edit your Actions.



* Double-click an Action in the My Actions tab to display a
Setup Wizard or an Action Properties dialog where you
can edit the Action.

* Right-click an Action to create a new Action; cut, copy,
paste, or delete Actions; select all options; change the way
the Action list is displayed; display properties or advanced
options; or clear the hot key for the selected Action.

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

Sequence Editor

You can open the Sequence Editor by selecting Sequence in the
Create menu. The Sequence Editor enables you to consolidate
Actions into a more complex Action, so it’s likely you may not
choose to use the Sequence Editor until you are comfortable
creating QuicKeys Actions. A Sequence is 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 clicks OK in 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.
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FIGURE 9: The Sequence Editor

If the Sequence does not execute successfully, a dialog
displays the Step ID number where the Sequence is having
difficulty.

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 the Sequence Editor appears
automatically when you are done recording. See page 152
for more information on recording.

e Select Sequence from the Create menu.
¢ Double-click a Sequence listed in the My Actions tab.
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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 choose Exit to quit the Engine. Use one of the
following methods to restart the Engine:

* Restart your computer
® Select Programs>QuicKeys>QuicKeys on the Start menu

QUICKEYS PLUG-INS

A plug-in is a software component that adds functionality to
QuicKeys. There are several plug-ins available in QuicKeys.
Each plug-in can be turned on or off individually, and third
party plug-ins can easily be added to QuicKeys due to its
flexible architecture.

QuicKeys Plug-in Manager x|
|7 File & Folder T ools
-7 Intemet Tools

Lloze I
¥ Metwork Tools
[¥ Choose Printer Enatile |
Sl N etviork Drives

[¥ DialUp Netwarking Disable
[¥ Screen Tools

[¥ System Tools

[¥ Test Tools

[¥ Sequence Tools

¥ Multitdedia Tools

¥ Quickeys Tools

FIGURE 10: You can manage QuicKeys Plug-ins from the Plug-in
Manager window. When you click the + icon, you can see the Actions that
are included in that category.

If you want more information about turning plug-ins on or
off, see page 18. If you are interested in extending the power
of QuicKeys by creating your own plug-ins, visit CE
Software’s Web site at http://www.cesoft.com/.



QUICKEYS MENU

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

e Trigger QuicKeys ® Create toolbars
Actions

e Start/Stop recording * Open the QuicKeys

a Sequence About 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 selecting the
Include 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 option to Show hot keys in QuicKeys

menu in the Options dialog. See page 30 for more information.
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Adobe Frametdaker 5.5 Alt+ Cil + 2
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Dizplay "Open with..." dialog

Enable Quick Type
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Exit Quickeys
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About Quickeys...
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FIGURE 11: Right-click the QuicKeys icon in the Windows taskbar to
display the QuicKeys menu.

Toolbars submenu—Views or creates toolbars.
Abort Sequence—Stops the playback of a Sequence.

Start/Stop Recording—Records a new Sequence or stops
recording.

Record One Action—Creates a single QuicKeys action by
recording your computer movements. After you record
your Action, the Action Properties dialog appears for the
Action you performed. The QuicKeys Editor does not have
to be open to use this recording option.

Open QuicKeys Editor—Opens the QuicKeys Editor.

Exit QuicKeys—Closes the QuicKeys Editor and the
QuicKeys Engine.
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¢ Check For Update—Checks CE Software’s Web site for
information about QuicKeys updates and upgrades. If
there is a new update, you can choose to open the Web site Setting Up Actions
or you can choose to be reminded about the update again
in “X” days.

Click a Setup Wizard button in
i — Di i the Setup Wizards tab. QuicKeys
¢ About QuicKeys Dlsplays the:‘ QuicKeys About box, p @ omchieys
where you can browse registration and system
information, CE Software credits, and relevant Web sites.

Set the options you want to
If the QuicKeys icon or QuicKeys hot keys are not displayed useinthe Setl}]\p W_Izard.(Makﬁ +
i ioon i sure you set the trigger (sucl Quickeys Setup Wizord
in your taskbar, Icheck to make. sure the Show icon in taskbar apd 2 @ hot key) you want to use
Show hot keys in QuicKeys menu options are selected. You can view to activate the Action.  ouexere convate B
these items by selecting Options from the QuicKeys Editor View Cick New”
menu. Mame: | Troe Action Name Heie

Click Finish when you reach BT

the end of the Setup Wizard. I fasgnbotkey

USING QUICKEYS (Your Action is saved as soon _ I':ii:'"&-v:
. . . . as you click the Finish button. QuicKeys Rl

There are two rudimentary steps involved in using the y ) 5 Moty
Q.mcKt?ys program: se.ttlng up Actlor}s or Sequenées 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 13 discusses “Building Sequences” in detail.

Triggering Actions

]
|
I
Select the trigger you |
specified to activate the

Action. QuicKeys reacts to the *

trigger and completes the task
immediately.

FIGURE 12: The process of setting up QuicKeys involves setting up
Actions and triggering Actions.



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
QuicKeys Editor Options dialog and instead use the Action
Properties dialog. (See page 30 for more information on the
Options dialog.) The Action Properties dialog presents all the
setup options for an Action in a single dialog.

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

When you begin using QuicKeys, you will probably use the
Setup Wizard because it provides the most basic method for
creating QuicKeys. You simply click an Action button in the
Setup Wizards tab and a series of wizard dialogs guide you
through the process of setting up or editing a QuicKeys
Action.

QuicKeys Setup Wizard
Web Launcher This Action launches any Web site.

For example:

* Go to your company 'web gite without opening
wour browser

" Launch a Web addresz dizplayed in a text file
* Wizit your favorite site with a single click

for Winows I~ Don't show Wizard introduction pages

< Bacle I Hext > I Cancel | Help |

FIGURE 13: The Introduction page of the Setup Wizard appears when
you click a button in the Setup Wizards tab.

Using the Action Properties Dialog

When you are more comfortable with QuicKeys and you want
to use a more direct approach to create and edit Actions, you
can select a Action from the Create menu to open the Action
Properties dialog. Action Properties are the options you
specify for each QuicKeys Action you want to create. These
Action-specific options are presented to you item-by-item
when you use the Setup Wizard to create Actions. However,
these same options are presented in a single dialog when you
use the Action Properties dialog to create and edit QuicKeys
Actions.
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i Action Properties B

General I Toolbarsl Action Scopel Timed Triggersl

HNarne: IDpen URL [http:/ hvnany. cezoft. comd]

Haot key: ISh\ft + 0+ Clgar hat keyp |

™ Include in Quickeys menu

Action-zpecific propert

cion -
LRL: Ihttp:.-".v‘www.cesoft.com.-"

[~ Show dialog before opering LIFL

oK I Cancel |

FIGURE 14: The Action Properties dialog for the Web Launcher Action
appears when you select Create>Internet Tools>Web Launcher.

General—Supply the name of the Action and the hot key that
triggers it in this tab. You can also select the Include in QuicKeys

menu check box to list the Action in the QuicKeys menu or click
the Clear hot key button to clear the contents of the hot key field.

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

General | Toaolbars | Action Scopel Timed Triggers I

Harme: IDpen LIRL [hitp: /A, cesoft. comyd]

Haot key: IShifl +Chrl +; Clear hot key |

I Include in QuicKeys meru

FIGURE 15: The Action Properties General tab.

Toolbars—Click the Toolbars Tab to select the toolbar in which
you want this Action displayed.

General Tookbars IAclion Scope I Timed Triggers |

FIGURE 16: The Action Properties Toolbars tab

Action Scope—Specify the range of operation for the Action.
In other words, choose whether the Action works at any time,
or whether it can only be triggered from the desktop, from a
specific program, or from a particular hardware profile. See
Figure 17.

* Universal—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.

O Buttons on toolbars are always Universal in scope.
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¢ Desktop—Select Deskiop when you only need to trigger the
Action from the desktop. This option is useful for your
toolbars. When toolbars are assigned Deskiop scope, they
appear whenever the desktop is active. General| Toobars Astion Soope | Timed Tiiggers |

¢ Program—When you select Program, a Program drop-down
list appears where you can choose the program in which
you want to use the Action. Click the Browse 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.

Scope: I Univerzal j
Uriiversal

Program
Hardweare Profile

. L FIGURE 17: The Action Properties Action Scope tab If you have already
* Hardware Profile—A hardware profile is a set of scoped an Action to an application, that application appears at the top of
instructions specified within your operating system that the scope list.

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.

When you trigger a QuicKeys Action, QuicKeys examines the
Action Scope you set in order to determine whether or not it
should trigger the Action. This decision process is illustrated
For example, you can set up the F5 key as the QuicKeys hot in Figure 18.

key that tells your portable computer to switch to Standby

mode when your computer is using a Docked Hardware

Profile. Additionally, you can use the F5 key within the

Undocked 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.
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Timed Triggers—Choose a specific time you want the Action
to be triggered. By default, there is no timed trigger selected.

QuicKeys
trigger
General] Toolbarsl #iction Scope  Timed Triggers I

l [™ Trigger Action 0 geconds after startup
. I Tri { - :05: =
Deskiop Program-specific Scope  TrggerActionat 44121993 = [ 30523 PM B
SCODE W Trigger Action every |3 |munlhs ﬂ
¢ FIGURE 19: The Action Properties Timed Triggers tab
Hardware Profile Scope Action-Specific Properties—The Action Properties dialog
contains an Action-specific properties pane that is unique for each
¢ QuicKeys Action.

Action-zpecific propertie:
Actior:  [{I[EEN il

URL: Ihttp:ﬂwww.cesoft.com/

Universal Scope

FIGURE 18: This diagram illustrates Action Scope priority from the most I™  Show dialog before opering LRL

specific Scope selection to the least specific Action Scope option.

There is no limit on the number of Action scopes you can FIGURE 20: The Action-specific properties pane for the Web Launcher
specify, but if you have a set of Actions for each program you Action

use, you may have too many tabs for the QuicKeys Editor to

display. If this 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
reopen the QuicKeys Editor. When the QuicKeys Editor
appears, the Action Scope tab you chose is no longer
displayed.



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 of the following triggers for each
QuicKeys Action:

Hot key—The key(s) on the keyboard used to trigger your
QuicKeys Actions.

Toolbars—The collection of QuicKeys buttons that enable
you to simply point and click to open files or folders,
trigger Actions, or display QuicKeys Action menus.

Timed triggers—The specific 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.

QuickReference Card—Launch the QuickReference Card
and click an Action listed in the QuickReference Card
window.

Shortcut on desktop—Drag-and-drop an Action to the
desktop or Start menu to create a Windows shortcut to the
Action. This option is useful for Actions you use
frequently. See Figure 21 for an illustration of a desktop
shortcut.

FIGURE 21: A Windows shortcut to a QuicKeys Sequence

You can set your triggers in the various tabs of the Action
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Properties dialog or in the Triggers page of the Setup Wizard.

} Action Properties [ x|

General | Tnnlharsl Actian Scnpel Timed Trlggelsl

HNarne: IStart recording

Hot key |mt +Chl+F10

Clear hot key

™ Include in QuicKeys menu

QuicKeys Setup Wizard
QuicKeys Controller

Enter a name for the Action and select ways the
Action will be triggered

Click "Next"

Harne: IType Action Mame Here

Set the fallowing properties:
™ Diefine Action scope
I Assign hot kep
™ Set up timed triggsr

™ Place in QuicKeys menu
™ Place button on toolbar

for Windbus:

< Back I JUETISS I

Cancel | Help |

FIGURE 22: Specify QuicKeys triggers in the Action Properties dialog or

the Setup Wizard.
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MANAGING QUICKEYS

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 the
File menu. The same Action list is printed regardless of which
QuicKeys Editor tab is in the foreground. The following
information is printed:

e Action names
® Action descriptions
* Hot keys assigned to Actions

*  Whether or not Actions are displayed in the QuicKeys
menu.

Start Recording

Impaort...
Export zelection. ..

Frint... Clrl+P
Fiint Setup...

E xit

FIGURE 23: The File menu

RENAMING ACTIONS

To rename an Action, open the QuicKeys Editor and select the
Action you want to rename. Click the Action name a second
time to display a blinking text cursor. Then, make your
changes to the Action name and press the Enter key.

SAVING ACTIONS

Your Actions are automatically saved whenever you click
Finish in the Setup Wizard or click OK 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 want a hot key assigned to an Action,
click the Clear hot key button in the Action Properties dialog.

General | Toolbars | Action Scopel Timed Triggers I

MHame: IDpen URL [hitp:/ fve. cesolt.com/]

Het ke IShifl +Chl+

Clear hot key |

I Include in QuicKeys meru

FIGURE 24: The Clear hot key button is located in the upper part of the
Action Properties dialog

Do not try to clear your hot keys with the Delste or Backspace
keys because QuicKeys will begin to use those keys as
triggers.

ENABLING/DISABLING 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 View>Plug-ins.



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

QuicKeys Plug-in Manager

|7 File & Faolder Tools Lloze
t-[¥ Internet Tools
¥ Metwork Tools

E
-[¥ Choose Printer Erable
o Gl Mtk Drives —I

-[¥ DialJp Metwaorking Disable
+-[¥ Seresn Tooks

|7 System Tools

- Test Tools

|7 Sequence Tools

&% Multitedia Tooks

@-[¥ QuicKeys Taols

FIGURE 25: Use the 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 turned off in the Plug-in Manager are no
longer displayed.

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?
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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 program is not the 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 Clrl+1 to
insert cells, but you have directed QuicKeys to use Clrl+l to
change selected text to italics.
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The easiest way to enable or disable hot keys is by using the

Chapter 3
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QuicKeys Controller Action Menu button that was
automatically placed on your QuicKeys toolbar when you
installed QuicKeys. However, if you edited the toolbar and
that button is no longer available to you, use the following

instructions to set up this Action.

@ o @ B O B A O 8 e @

Open Quickeys Editar
Show QuickReference Card

Enable hot keys and timrs
Disable hot keys and tmers
Toagle QuicKeys status

Stat recarding
Stop recording
Toadle recarding

Exit DuicKeys

FIGURE 26: You can disable hot keys and timers from the QuicKeys
Controller Action menu located in your QuicKeys toolbar.

To turn QuicKeys hot keys on and off using the Setup

Wizard:

B W N e

. Start QuicKeys.

. Select the Setup Wizards tab.
. Click the QuicKeys Controller button.

. Read the introduction page and click Next.

5. Select Create a new Action and click Next.

7.
8.

9.

11. Click Next.
12.Click Finish.

QuicKeys Setup Wizard

QuicKeys Controiler Select an Action from the list below.

Click. "Next"

" Show QuickR eference Card
 Set statuz of Quickeys

 Set jecording status

€ Exit Quickeps

for Winthis

< Back I Mest » I Cancel | Help

FIGURE 27: The Setup Wizard for QuicKeys Controller
6.

Select Set status of QuicKeys and click Next.
Select Toggle status and click Next.

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

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

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



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 115.

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. If the
scope of the Action is invalid in the new environment, the
scope is automatically reassigned to Universal.

To import your Action Set:
1. Select File>Import.

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

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

O  You can also double-click a .qkx file to import it into
your collection of QuicKeys Actions.
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Importing Duplicate Hot Keys
If you import QuicKeys Actions that use hot keys already
assigned to existing Actions, the dialog in Figure 28 appears.

QuicKeys Import
There are OuicKeys Actions being imparted that have hat
keys which are already aszigned. Select how the Actions
being imported with conflicting hat keys should be handled.

€ Import Actions without hot keys

& Import Aclions and unassion existing hot keys

Do hot import Actions

FIGURE 28: The QuicKeys Import dialog appears when QuicKeys notices
duplicate hot keys as it imports new Actions.

Import new Actions without hot key assignment—
Unassigns hot keys for imported Actions that use existing hot
key triggers. Imported Actions that do not use existing hot
keys retain their hot key trigger after 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 the My Actions tab are
stripped of their hot key assignments.

Cancel the import of new Actions—Stops the import of new
Actions.
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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 export all of your QuicKeys Actions. If any
of the other tabs are displayed, only selected Actions 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:
1. Select the Actions you want to export.
2. Select Export or Export Selection from the File menu.

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

O QuicKeys 2.0 Actions Sets are not compatible with
QuicKeys 1.0.

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 the My Actions 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 in

the Options dialog. Click Options on the View menu to view the
Options dialog. You choices include:

Keyboard Layout—Chooses the keyboard layout that is
similar to the keyboard you use. You can choose between a
standard or laptop layout.

I]plinn: E
Keyboard Layout
’7 Standard] 01.kbd

W Show icon in taskbar

W Show hot kevs in Quickeys menu

I~ Show Setup Wizard introduction page
[~ Ahways use Setup Wizards for ediing
¥ Show sequence recording toolbar

¥ Show sequence plapback toolbar

oK I Cancel

FIGURE 29: The Options dialog

Show icon in taskbar—Displays the QuicKeys icon in your
taskbar. You can right-click the QuicKeys icon to display the
QuicKeys menu.

You can disable this option if you do not want to trigger
Actions from the QuicKeys menu. When this check box is
cleared, the Option dialog’s Show hot keys in QuicKeys menu check
box is dimmed.

Show hot keys in QuicKeys Menu—Displays the hot keys
assigned to your Actions in the QuicKeys menu. Show Icon in
taskbar must be selected for this option to be available. You may
want to disable this option if you only want Action names to
display in the QuicKeys menu.



Show Setup Wizard introduction page—Displays the
introduction page in the Setup Wizards whenever you create
or modify an Action from the Setup Wizards tab. When you
become familiar with what each Action does, you may want
to disable this option to go through the Setup Wizard more
quickly.

QuicKeys Setup Wizard

Change Folder| This Action switches to a designated folder in an
iopen or save dialog,
For example:
* Quickly save a document on the desktop
< Save fles exactly whers you want them without
2 lot of hassle
* Open a file nested many folders deep with hot
key

QuicKeys

s ™ Don't show wizard introduction pages
< Back I Mext > I Cancel | Help

FIGURE 30: The Setup Wizard introduction page

Always use Setup Wizards for 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 the My
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.
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Show sequence recording toolbar—Displays a QuicKeys
recording toolbar after you select the Start Recording option so
you can control recording with a click of your mouse.

Pause  Stop  Cancel

e
|||l|><'II

FIGURE 31: The Recording toolbar

Show sequence playback toolbar—Displays a playback
toolbar when you are running a Sequence so you can control
the playback of a QuicKeys Sequence with a click of your
mouse.

Cancel  Pause ggi?grSequence

Current
Sequence step

Collapse/
expand toolbar ‘
=N W Step 3 of 10

it fior Window

FIGURE 32: The Playback toolbar when it is minimized and maximized
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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.

ky First Toolbar

@[ | FEASBGR T A

FIGURE 33: You can resize toolbars to the 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 the My Actions tab in any of the views available in
the View menu. You can choose from the following views:

e Large Icons e Small Icons
e List ® Details

USING ONLINE HELP

You can access QuicKeys Help from the Help menu, from the
QuicKeys menu, by pressing F1, or by clicking the Help 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.

YOUR FIRST ACTION

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 Actions without 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

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

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



Open

Thiz Action opens any pragram, document or file.
For example
* Dpen your word processol

* Open your E-mail program
* Open a weekly repart

For WIS ™ iDon't show YWizard introduction pages

< Back I Hext > I

Cancel | Help |

FIGURE 34: The Wizard introduction page appears whenever you create
or edit an Action. If you do not want the introduction page to display,
select the “Don’t show Wizard introduction pages” check box.

3.

8.
9.

Read the introduction page and click Next.

4. In the Setup Wizard, select Create a new Action and click Next.
5.
6. Select Notepad from the program list and click Next. (Notepad

Select Program and click Next.

is a program installed with the Windows operating
system.)

Type a name for the new Action if you do not want to use
the default name, Notepad.

Select the Assign hot key box and click Next.
Press the F7 key and click Next.

10.Click Finish.
11. 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 25 for
more information on hot keys and other triggers.
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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
using the Create/edit multiple Actions option. The Create/edit multiple
Actions option is available for the following Actions:

¢ Advanced Text Tools e CD/DVD

¢ Folders ¢ Choose Printer

¢ Instant E-mail ¢ Open

* QuicKeys Clipbook . Quch s Controller
® Screen Settings * Set Audio Volume

¢ Type Date/Time ¢ Dial-Up Networking
¢ File Handler * System Specials

¢ Window Handler e Zip Files

e Screen Saver ® Quick Type

Screen Capture

To create multiple Actions simultaneously:

1.

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

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

4. Read the Multiple Action Introduction page and click Next.
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5. Select the check box for each Action you wish to create. USING THE QUICKREFERENCE CARD
The QuickReference Card is a window that displays all your
QuicKeys Actions and corresponding hot keys. Its main
purpose is to jog your memory if you forget which hot key
Action types: performs which Action. You can launch Actions by clicking
Name _ L Hotkey [ Menu | them in the QuickReference Card, or you can simply use the
W] Copy selection ta Clipbaok <click here to et hat key: Yes . . .
10pen Clipbook Editor <olick hers to et het keys Yt QuickReference Card to view the Actions and hot keys you
b2 [ have created.
[Paste "Setup Wizard" from Cl... <click here to set hot keys Mo
[W|Paste "Action Properties" fra... Alt+ Cirl + F12 Mo
By default, QuicKeys uses the Shift+Cirl+Space hot key to open
Clear hatkey | the QuickReference Card. When triggered, the
 Sefect the check bores] for each Action you war (o Use. QuickReference Card opens to the tab representing Actions in
LB e ke koo BN, e the most restrictive scope. For example, if FileMaker is open
when you press Shift+Cirl+Space, the Actions scoped to
FileMaker appear in the frontmost QuickReference Card tab.
<gack [ Finsh | Cancel | Helo | If there are no Actions scoped to FileMaker, the Universal tab is
frontmost.
FIGURE 35: A dialog similar to this one appears when you click Create/
Edit Multiple Actions in the Setup Wizard. QuickReference Card
6. Choose whether you want to trigger the Actions using hot Universe | Qrginel orfiuaton Flebiaker Fro |
keys or the QuicKeys menu. If you want to use a hot key, Hotex Heme
. . $rF1 Sub-sequence Branch
position your cursor in the Hot key column and press a hot ars Logi to QKW EBug Dalabase
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. Select
Delete from the context menu that appears.

FIGURE 36: Use the QuickReference Card to help remember your hot
keys.



EXITING QUICKEYS

When you want to close the QuicKeys Editor, simply click the
QuicKeys Editor close box or select Exit from the File menu.
However, if you select Exit QuicKeys from the QuicKeys menu,
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.

M| | @ T ik P | 2 ]EE Soimwmss Homoage - | ) Guckias Edi Aboad.. |GG DOt AM

FIGURE 37: By default, you can exit the QuicKeys program from the
QuicKeys menu. The QuicKeys menu is located in the status area of the
taskbar.
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Chapter 3
QuicKeys Overview



CHAPTER 4
QUICKEYS TOOLBARS

Some programs contain toolbars that allow you to cut, copy,

CLICK-N-GO

and paste selected items just by clicking the corresponding
icons. Similarly, QuicKeys offers toolbars which 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 them. In fact you can place all of 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 four toolbar styles available for QuicKeys toolbars:
¢ Click-N-Go
¢ Dockable
¢ Floating
e Pop Out

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

A Click-N-Go toolbar closes immediately after you click a
button on the toolbar. This type of toolbar is useful if you
want to preserve screen real estate. For example, if you don’t
want to memorize 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.

Q- @-Fr - YA
g aLMETY [=

FIGURE 38: The Click-N-Go toolbar disappears as soon as you click one
of its buttons.

Sizing Click-N-Go Toolbars

You can size Click-N-Go toolbars by clicking on the corner or
edge of the toolbar and dragging when the cursor becomes a

double-sided arrow. If some buttons are not visible after you

size the toolbar, the toolbar frame becomes a dotted line.
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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 22 for more information on Action
scope or making Actions program-specific.

Q&Y ¥OA - wo-EAT |
|| @ @ || Ouickeys Editar | (ZACD Player

Each side of your screen supports one Dockable 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 40.

QuicKeys [~}

& A toolbar iz already hidden on thiz side of your screen. You can have only one auto-hide toolbar per side

FIGURE 40: This error appears when you attempt to put more than one

FIGURE 39: This Dockable toolbar is anchored to the same side of the L ‘
Auto-hide Dockable toolbar on the same side of your screen.

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

Auto-hide

You can choose to hide Dockable toolbars by selecting the
Auto-hide check box in the Toolbars Setup Wizard or Action

Moving Dockable Toolbars

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

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.

FLOATING

A Floating toolbar can be moved anywhere on your screen.
This type of toolbar is useful when your project requires
working in several different programs simultaneously. The
benefit of using a Floating toolbar in this type of situation is
that your Actions are only a click away.
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For example if you are creating an advertisement for your POP OUT

company picnic, you can have a Universal, Floating toolbar A Pop Out toolbar enables you to save on desktop real estate
with buttons that start PageMaker, open a specific project by popping out from the side of the screen only when your
folder on your hard drive, change the view of the pamphlet to mouse moves near the toolbar. Unlike Auto-hide toolbars,
75%, and save your work. multiple Pop Out toolbars can be placed on the same side of

the screen. When you click a button on a Pop Out toolbar, the
toolbar retreats back to the side of the screen where it doesn’t
interfere with your work. See Figure 42.

BIUANNDTEALND

FIGURE 41: This Floating toolbar displays anywhere you drag it. Floating
toolbars are the only type of QuicKeys toolbar that contain a title bar and
close box.

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.

:
:
i

Sizing Floating Toolbars

You can size Floating toolbars by clicking on the corner or
edge of the t(.)OIbar and dragging. You can make Floatlrllg FIGURE 42: Three Pop Out toolbars on the right side of the Windows
toolbars as big or as small as you want. You can even size desktop
them so your toolbar buttons appear in multiple rows. If some

buttons are not visible after you size the toolbar, the toolbar

frame becomes a dotted line.

o] | & ] 1 () ™| 2w ooy (PG IRGOE 2w

O To hide the title of a Pop Out toolbar, right-click the
toolbar and select Hide Toolbar Title.

Moving Pop Out Toolbars
You can move Pop Out toolbars anywhere on your screen by
clicking and dragging on the empty area inside the toolbars.
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Sizing Pop Out Toolbars

You can size Pop Out toolbars by clicking on the corner or
edge of the toolbar and dragging when the cursor becomes a
double-sided arrow. If some buttons are not visible after you
size the toolbar, the toolbar frame becomes a dotted line.

QuicKeys Setup Wizard E

Toa’bars Select the style of toolbar
Click, "Mext"

CREATING TOOLBARS

You can choose whether or not to use the Setup Wizard to

fingt

assist you in creating your QuicKeys Toolbars. If you are a @ Deztictio
QuicKeys beginner, CE Software recommends using the Setup " ClickN-Gio
Wizard because it explains each of your options. If you are € PopOut
already familiar with the available toolbar options, use the
Action Properties dialog. You can open the Action Properties  2uaii
dialog by selecting Create>QuicKeys Tools>Toolbar.
USING THE SETUP WIZARD | e i

To create a toolbar using the Setup Wizard: FIGURE 43: Select the type of toolbar you want to create.

1. Select the Toolbar button in the Setup Wizards tab. 5. Select Small or Large and click Next.

2. Read the introduction page and click Next. 6. Type a descriptive name for this toolbar in the Name box.
3. Select Create a new Action and click Next. For example, if the buttons in the toolbar start programs,
4. Select Floating, Dockable, Click-N-Go, or Pop Out and click Next. name the toolbar “Programs.

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

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

9. Read the introduction screen and click Next.

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

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

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

13.Read the final wizard page and click Finish. The Toolbar
Button Wizard appears.



O See “Adding Buttons to Toolbars” on page 42 for
more information on toolbar buttons.

USING THE ACTION PROPERTIES DIALOG

To create a toolbar without the Setup Wizard:
1. Select the View>0Options.

2. Clear the check box to Always show Setup Wizards for editing and
click OK.

3. Select the My Toolbars tab.

4, QuicKeys Editor
Fie Edii Create Yiew Help

MEEE e quiekeys

& Setup Wizards | G My Keyboard My Toolbars |p My Actions |
r Toobar Buttons—————————————
€ GuicKeys Contillr =
Open
‘Window Handler

@y Sustem Specials

~ Toolbar

Al Teobars | Uriversai |

Toolbar N ame

‘Application Launches  Pop Out £ DuicK ey Cipbook
Desktop Publishing  Pop Out P 8
Correspondence Fop Out B Window Selectar

CD/OVD
89 Diakllp Networking
i Set Audio Yolume
(R Show QuickReference Card
Acrobat Distiler 4.0
Adobe Acrobat 4.0
fz| Adobe Frametdaker 5.5 b

Microzoft word
Musichatch Jukebox 4

% Advanced Text Tools

Paint
QuickBooks Pro =

ik e

For Help, press F1

FIGURE 44: The My Toolbars tab

4. Right-click anywhere on the Toolbars pane and select New
Toolbar from the context menu that appears.

5.

4

In the Action Properties dialog that appears, select the
toolbar style you want to use. The toolbar style options are
defined on page 37.

i Action Properties - Toolbar x|

General | Tnnlharsl Actian Scnpel Timed Trlggelsl

HNarne: IJohn‘s Taoolbar

Hat key: I

Clear hot key

™ Include in QuicKeys menu

— Action-specific propert

Toaolbar style Toolbar button size

" Floating  Small
' Dockable » Lo
" Click-N-Ga

 Pop Out

¥ &uta hide

Cancel

FIGURE 45: You can change the properties of your toolbar in the Action
Properties dialog.

6.

Click the Auto-hide check box if you want to create a
Dockable toolbar that hides when the cursor moves away
from it.

7. Select the toolbar button size.

8. Type a name for the toolbar in the Name box.

9. If you want to choose a hot key to trigger this Action, click

on 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 42 for more information.
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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 the My
Toolbars tab and select Toolbar Button Wizard.

¢ Right-click anywhere in the Toolbars pane of the My Toolbars
tab. When you complete the Action Properties dialog and
press 0K, the Toolbar Button Wizard automatically
appears.

* Right-click an existing toolbar and select Toolbar Button
Wizard.

The Toolbar Button Wizard appears 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.

Toolbar Button Wizard

To add programs ko the toolbar, click the check
box(es] belov.

Click "Nest"

@ CD Player ;I
Change Password
( Connection Wizand |

(] q; Corwert Existing ForeH elp Dictionarie
[/ &] Create Emergency Disk

1| Diisk Defragmenter

& Filetdaker Pra
#  ForeHelp 3.0

< Back I Mext > Cancel Help

FIGURE 46: The Toolbar Button Wizard
3. Click Next.

4. Select the check box for each QuicKeys 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.

5. Click Next.

6. Select the check box for each QuicKeys Action Menu you
would like to display on your toolbar. See page 44 for more
information on Action Menu buttons.

7. Click Next.
8. Read the final wizard page and click Finish.

Your buttons now display on the toolbar.



USING DRAG-AND-DROP FUNCTIONALITY

An easy way to add a button to a toolbar is to select a file or
QuicKeys Action and drag 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 to .doc, you can drag a .txt 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

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.

Open File QuicKeys Action Action Menu button
button that button that performs that displays the
opens the a specific QuicKeys options available in
Acrobat Reader Controller Action the Advanced Text
program Tools Action when

you click the list
arrow

AAES2G RO AW

FIGURE 47: 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 it opens
along with a drop-down arrow.
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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:

1. Right-click an empty area in a toolbar that is already open
on your desktop.

Mew Button...

Quickeyps Action
Action Menu

Toolbar Button ‘wizard...

Small Buttong
v Large Buttons
Auto hide

Delete Toolbar

FIGURE 48: Right-click an area of an open toolbar that does not contain a
toolbar button to view this menu.

2. Select Open File from the New Button submenu that appears.

3. Select the file you want to open from your toolbar and click
Open.

The toolbar displays the new Open File button.
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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:

1. Right-click an empty area in a toolbar that is already open
on your desktop.

MHew Button... Open File
Toolbar Button *Wizard...

Quic chian

Action Menu
Small Buttons

v Large Buttonz
Auto hide

Delete Toolbar

ACTION MENU BUTTONS

Use Action Menu buttons to place special functions on a
toolbar drop-down menu. QuicKeys provides Action Menu
buttons so you can access a set of related Actions from a single
toolbar button. For example, if you add a QuicKeys Clipbook
Action Menu button to your toolbar, you will see a list of
Clipbook Actions when you click it. You can also choose
options from the Defined Actions and Recent Actions menus.

Open Clipbook Editor
Copy o o Clipbook.
Copy zelection to Clipbook

Recent Actions 3

Copy zelection to Clipbook
Open Clipbook Editor
Frampt for list of items to paste from Clipbook

Faste "Meszagetext’ from Clipbook.
Paste "webaddress" from Clipbook.
Paste "CElogo" from Clipbook
Paste "weeklyreport from Clipbook
Paste "MP3" from Clipbook

FIGURE 49: Right-click an area of an open toolbar that does not contain a
toolbar button to view this menu.

Paste “Artwork" from Clipbook
Paste “Art" from Clipbook

) i FIGURE 50: Toolbar Action Menus provide shortcuts to your QuicKeys
2. Select QuicKeys Action from the New Button submenu that Actions.

appears. [0 Some Actions are not available as Action Menu

3. Select an Action from the Add Action to Toolbar window. The buttons.
Actions in this window are taken from the Action list
displayed in the My Actions tab of the QuicKeys Editor.

4. Click OK when you have selected the Action.

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

The toolbar displays the new QuicKeys Action button.



To add an Action Menu button to your toolbar:

1. Right-click an empty area on a toolbar that is already open
on your desktop.

Mew Button...
Toolbar Button 'wizard. ..

Open File
Quickeys Action

Action Menu

Small Buttons
v Large Buttonz
Auto hide

Delete Toolbar

FIGURE 51: Right-click an area of an open toolbar that does not contain a
toolbar button to view this menu.

2. Select Action Menu from the New Button submenu that appears.

3. Select an Action from the Add Menu to Toolbar window and
click OK.

The toolbar displays the new Action Menu button.

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 from the Toolbars
submenu.
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* Right-click a QuicKeys toolbar in the My Toolbars tab and
select Show Toolbar in the context menu.

Mew Toolbar
Mew Button... »
Toolbar Button 'wizard. ..

Show Toolbar

Delete
Properties

FIGURE 52: Right-click a toolbar in the My Toolbars tab to view this
menu.
¢ Direct the toolbar to display at a certain time using the
Timed Triggers tab in the Action Properties dialog.

¢ Create a button on one of your toolbars 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 the toolbar, or right-click a
toolbar button to edit the foolbar button.

You can also edit toolbars by changing toolbar style, toolbar
size, toolbar button order, and toolbar scope.
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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
selecting the Toolbars button in the Setup Wizards tab and
selecting Edit an Action in the appropriate wizard page.
Change the selection from Floating 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 the Setup Wizards tab and
selecting Edit an Action in the appropriate wizard page.
Change the selection from Dockable to Click-N-Go and
continue through the wizard until you are finished
making changes.

¢ Change Floating toolbars to Pop Out toolbars by selecting
the Toolbars button in the Setup Wizards tab and selecting Edit
an Action in the appropriate wizard page. Change the
selection from Floating to Pop Out and continue through the
wizard until you are finished making changes

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.

0  You cannot size Dockable toolbars.

REARRANGING TOOLBAR BUTTONS

You can rearrange toolbar buttons on a toolbar by holding
down the Alt key and 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 using the Setup Wizards tab, the
Action Properties dialog or drag-and-drop functionality.

U Itis possible to add toolbar buttons to toolbars that
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.

Using the Setup Wizard

To use the Setup Wizard to change toolbar scope, select the
Toolbars button in the Setup Wizards tab. Read the pages of each
wizard dialog and follow the instructions. At the beginning of
the Setup Wizard, you are presented with options to 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.
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5. In the Scope drop-down list, choose when you want the
toolbar to display. See page 22 for more detailed

information on Action .
QuicKeys Setup Wizard x| (O) on o CT10; Scope

Toa’bars Select the style of toolbar. :
Generall Toolbars Action Scope | Timed Triggersl

Click "Mest"
Scope: Universal j

Universal

" Dockable P
Jogram
) Hardware Prafile

" Click-N-Go
" Pop Out
I= | futortide

FIGURE 54: The Action Scope tab
6. Click OK when you are finished.

< Back I Mest » I Cancel | Help |

Using Drag-and-Drop Functionality
You can change Action scope by dragging Actions from one
FIGURE 53: This dialog appears when you click the Toolbars button in the Scope tab to another in the My Keyboard, My Toolbars, or My Actions
Setup Wizards tab and choose to create or edit a Toolbars Action. . . .

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.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.

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

1. Click the My Toolbars tab in the QuicKeys Editor.

2. Right-click one of the toolbars listed on the Toolbars pane.
3. Select Properties from the context menu that appears.

4. In the Action Properties dialog, click the Action Scope tab.
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CLOSING TOOLBARS

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

Toolbar Style How to Close the Toolbar

Click-N-Go » Right-click the toolbar in the My

Toolbar Style How to Close the Toolbar

Toolbars tab and select Hide
Toolbar from the context menu
that appears.

Dockable « Use the Auto-hide feature to * Right-click the QuicKeys menu in
temporarily hide the toolbar. the status area of the taskbar and
select the toolbar from the
« Right-click the toolbar in the My Toolbars submenu. The
Toolbars tab and select Hide checkmark that was next to the
Toolbar from the context menu toolbar name disappears.
that appears.
* Click outside the Click-N-Go
« Right-click the QuicKeys menu in toolbar.
the status area of the taskbar and
select the toolbar from the Pop Out » Right-click the toolbar in the My
Toolbars submenu. The Toolbars tab and select Hide
checkmark that was next to the Toolbar from the context menu
toolbar name disappears. that appears.
Floating « Click the close box in the title bar * Right-click the QuicKeys menu in

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.

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 deleting toolbars:

¢ Right-click a toolbar and select Delete from the context
menu that appears.

¢ Select the Toolbar button in the Setup Wizards tab and choose
to Delete an Action on the appropriate Setup Wizard page.

QuicKeys Setup Wizard
“You can create, edit or delete Actions. Choose from
Toolbars the list below.

Click "Mext"

 Create a new Action
" Edit an Action

€| Create/edit multple Sctions

for Windouws

< Back I Mest » I Cancel | Help |

FIGURE 55: You can delete a toolbar from the QuicKeys Setup Wizard.

¢ Select a QuicKeys toolbar listed in the My Toolbars tab and
select Delete Toolbar from the Edit menu.
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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 several buttons
simultaneously.

To add a single button to your toolbar:

1.

Right-click an area of the open toolbar that does nof contain
a toolbar button.

2. Select Open File from the New Button submenu.

3. Navigate through your directories until you find the file

you want to open from your toolbar. After you select the
file, click Open. The file automatically appears in your
toolbar.

To add multiple buttons to your toolbar:

1.
2.

Right-click anywhere on an open toolbar.

Select Toolbar Button Wizard from the context menu that
appears.

Read the introduction page of the wizard that appears and
click Next.
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Toolbar Button Wizard

This ‘Wizard adds buttons to a toolbar,
These buttons can:

* Dpen programs

* Trigger any Buickeys Action

* Dizplay a group of related Actions in a menu

To begin, click "Next"

i Back I Meut > | Cancel | Help |

FIGURE 56: The Toolbar Button Wizard introduction page

4. Select the check box(es) for each program you would like
to display in your toolbar.

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 Actions, no items are listed on this

page.

7. Click Next.

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

9. Click Next.

10.Read the final wizard page and click Finish. The toolbar
displays with the additional buttons you specified.

ADJUSTING TOOLBAR BUTTON SIZE

To change the size of your toolbar buttons, right-click the area
of an open toolbar that does not contain any toolbar buttons.
Choose whether you want to use Small 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 use 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:
1. Right-click a button on an open toolbar.
2. Select Set icon from file.

3. Select an icon collection from the Icon File drop-down list.
You can choose from workplace icons, multimedia icons,
symbols, or Windows control icons. See the next section for
information on using the Browse button in the Select lcon
dialog.



51

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 177.

Select lcon

Jcon File: | ESalAEYE

-

El
i

To select custom icons:

1. Right-click a button on an open toolbar.

L2
7
E ©

2. Select Set icon from file.
1 3. Click the Browse button.
i 4. Navigate to the icon file you want to use.
TS = = 5. Choose the icon file you want to use and click Open. The
contents of the icon file you selected appear in the Select Icon
Cancel y pp

window.

0 Once you select a custom icon file, it displays
FIGURE 57: Choose an icon from one of the icon sets installed with Y . . play
QuicKeys. permanently as an option on the Icon File drop-down

list.

4. Click the icon you want to use. The icon darkens when it is
selected.

5. Click OK when you have selected the icon you want to use
on your toolbar. The new icon appears on the button you
selected.
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Select Icon [<]

Browse |
% &

) |
Cancel |

®
-3
i

B @ &
[‘:\

FIGURE 58: The collection of icons shown in this graphic was selected by
clicking the Browse button and navigating to the EXPLORE.EXE file.
6. Select an icon from your new icon file and click OK. The
new icon appears on the toolbar you selected.

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

Using Bitmap Images

Bitmap files use the .bmp file extension, and, unlike icon files,
they cannot be sized. They must use the same dimensions that
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 as the graphic is proportional to your screen.

FIGURE 59: In this illustration, the QuicKeys Web Launcher icon is
replaced by a custom bitmap graphic.

To select a bitmap file:

1. Right-click a button on an open toolbar.

Open [#]=]
Look jn: I[:I Graphics j gl :

KERDCTAT.bmp

KBRDCTATZ.bmp
KBRDMOD bmp
MMUBTN.bmp
STICOM.brp
File hame: |New Graphic: Open I

Files of tupe: IBitmap Files

j Cancel |

FIGURE 60: Select a standard bitmap file to use as toolbar icons.
2. Select Seticon from bitmap.

3. Navigate to the bitmap graphic you want to use. The
graphic must use the .omp extension in the file name.



4. Choose the graphic you want to use and click Open.

The new icon appears 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 select Restore 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.

DELETING TOOLBAR BUTTONS

To delete a toolbar button, open the toolbar and right-click the
toolbar button you want to delete. Select Delete Button from the
context menu that appears. Select Yes at the Confirm Delete
prompt. The button is deleted from the toolbar.

'.I:i-|
= Seticon from file...
Set icon from bitrmap...

Festore default icon

Delete Button

Toolbar Button ‘wizard...

FIGURE 61: To delete a toolbar button, right-click the toolbar button and
select Delete Button from the menu that appears.

U Ifyou delete all your Actions from the My 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.
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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

Using the Setup Wizard

To use the Setup Wizard, select the Setup Wizards tab in the
QuicKeys Editor and click the QuicKeys Controller button. Read
the pages of each wizard dialog and follow the instructions.

Controller include: At the beginning of the Setup Wizard, you are presented with

options to Create an Action, Edit an Action, Delete an Action, or Create/edit

e Open QuicKeys e Show QuickReference multiple Actions. The setup for each of these options is explained
Editor Card within the Setup Wizard.
¢ Enable hot keys and ¢ Disable hot keys and i _
timers fimers
. Toggle QuiCKeys e Start RECOI'ding Select an Action from the list below.
Status [Sequences] Ol
® Stop Recording * Toggle Recording
[Sequencesl (o éhow DuickReference Card

 Set gtatuz of Quickeys

¢ Exit QuicKeys

€ Set recarding status

- = € Exit QuicKeys

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

for Winoows

QUICKEYS CONTROLLER cBack [ MWews | cocd | Heb |

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.

FIGURE 62: This dialog appears when you click the QuicKeys Controller
button in the Setup Wizards tab and choose to create or edit a QuicKeys
Controller Action.

Using the Action Properties Dialog
SETTING UP QUICKEYS CONTROLLER ACTIONS The Action Properties dialog enables you to edit all of the

There are two ways to create or edit QuicKeys Controller options within a QuicKeys Action from a single window. This
Actions: use the Setup Wizard or use the Action Properties capability provides an alternative for users who prefer not to

dialog. use the Setup Wizard.
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The following instructions assume you have the Always use Setup

Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.

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

1. Select Create>QuicKeys Tools>QuicKeys Controller.

i Action Properties [ x]

General | Toolbars I Action Scupel Timed Triggersl

Mame: IStart recording

Haot key: IA" +Cirl+ F10 Clear hot key

™ Include in Quickeys menu

—Action-zpecific propertie:

 Open Quickeys Editar

 Show QuickReference Card

€ Set status of Quickeys
% Erjatile hot keys andbmers
7 Diestle bot Reys andtmers
€ Tjogale status

€+ Set recording status
& Start recording
" Start recording [dizable smart recogrition)
€~ Stop recording
" Toggle recarding

© Exit QuicKeys

aK I Cancel |

FIGURE 63: 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 QuicKeys Controller Action in the My

Actions tab.

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

3. 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.

4. 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 Alt key, the Control key, and the F10 key
simultaneously.

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

6. Close the QuicKeys Editor and press the hot key you
selected. The Action-specific option you selected should
react immediately to the trigger.

QUICKEYS CONTROLLER OPTIONS

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

Open QuicKeys Editor—Opens the QuicKeys Editor.

Show QuickReference Card—Displays the QuickReference
Card. The QuickReference Card is useful when you forget the
hot key for a specific Action and want to look it up quickly.
You can also click an Action listed in the QuickReference Card
to trigger it. Read more about the QuickReference Card on
page 34.

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 recognition)—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—Starts and stops recording.

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

DELETING QUICKEYS CONTROLLER ACTIONS
To delete a QuicKeys Controller Action:

1.

Select the My Actions tab in the QuicKeys Editor.

2. Right-click the Action you want to delete.
3.
4. Choose Yes at the Confirm Delete prompt. The Action is

Select Delete from the context menu that appears.

immediately cleared from the Actions list.
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CHAPTER 6
TYPING WITH QUICKEYS

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.

USING ADVANCED TEXT TOOLS

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 quote 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:

e Reformat Text ¢ Quote Text

e Strip Quote Marks ¢ Uppercase

e Lowercase e 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, select the Setup Wizards tab in the
QuicKeys Editor and click the Advanced Text Tools button. Read
the pages of each wizard dialog and follow the instructions.
At the beginning of the Setup Wizard, you are presented with
options to 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.

QuicKeys Setup Wizard
Advanced Text Tools Select an Action from the list below.

Click, "Mext"

Action: IHanlmat text j

Guote text
Ship quate marks

Uppercasze
Loweroase
Title caze

for Winoows

< Back I Hext » I Cancel | Help |

FIGURE 64: This dialog appears when you click the Advanced Text Tools
button in the Setup Wizards tab and choose to create or edit an Advanced
Text Tools Action.
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Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.

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

1. Select Create>Text Tools>Advanced Text Tools.
2. Select an Action from the Action drop-down list.

3. 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.

i Action Properties B

General I Toolbarsl Action Scopel Timed Triggersl

Mame: IHefmrmat text

Haot key: IA" +Cul+ R Clear hot key

™ Include in Quickeys menu

Action-zpecific propert

0

Strip quote marks
Uppercase
Lowercaze

Title case

oK I Cancel |

FIGURE 65: The Advanced Text Tools Action Properties dialog appears
when you select the Advanced Text Tools Action from the Create menu, or
when you double-click an existing Advanced Text Tools Action in the My
Actions tab.

4. 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 Alt key, the Control key and the R key
simultaneously.

U This Action is also a good candidate for a Toolbar
Action Menu trigger. See page 44 for more
information on Action Menu toolbar buttons.

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

6. 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
changes, depending on what type of text Action you chose.

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 66: 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 is useful when you want
to forward a message from a client to your manager and you
need to distinguish your comments from the customer’s
comments.

Quote—The character you specify for the Quote Text option.
You can specify up to eight characters in this field.

Characters per line—The number of consecutive
characters the Quote Text option counts before inserting a
carriage return.
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F¥D:5STC Presentation

»>This presentation wight he of interest to Des Moines STC
Menbers. If you

rhawve an e-mail list that includes your wewbership, could you
pass it

=alony? Thanks!

>

»>The Iowa State Chapter of the ZSociety for Technical
Communication

* _[FWD:STC Presentation

This presentation might he of interest to Des Moines STC
Members. If you

have an e-mail list that includes your membership, could you
pass it

along? Thanks!

The Iowa State Chapter of the Society for Technical

Communication |
-

FIGURE 67: 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.

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

Toggle case—Converts lowercase text to uppercase text and
vice versa.

DELETING ADVANCED TEXT TOOLS ACTIONS

To delete an Advanced Text Tools Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

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

USING QUICK TYPE

With Quick Type, you can specify typed abbreviations for
long words, names, or phrases up to 10 KB. All you need to do
is build a glossary of the words you use and then choose
which abbreviations you want to use for them. When a
character key is followed by a tab, space, or return key, the
character represented by the key is replaced by the word or
name you specified in the Quick Type Action. For example,
you could type Q+space and the words “CE Software, Inc.”
would be typed into your document.

O If you accidentally type the wrong Quick Type
abbreviation, you can cancel the Action by pressing
Ctrl+Esc.

U  For best performance, limit Quick Type text to 2 KB.

SETTING UP QUICK TYPE ACTIONS

There are two ways to create and edit QuicKeys Quick Type
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 Quick Type button. Read the
pages of each wizard dialog and follow the instructions. At
the beginning of the Setup Wizard, you are presented with
options to 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.

QuicKeys Setup Wizard x|

Quick Type Select an Action fram the list belaw.
Click "Mest"

:Enable Quick Tupe

isable Quick Type
Toggle Quick Type
Edit Quick Type gloszary

< Back I Mest » I Cancel | Help |

FIGURE 68: This dialog appears when you click the Quick Type button in
the Setup Wizards tab and choose to create or edit a Quick Type Action.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.



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

1. Select Create>Text Tools>Quick Type.
2. Select an Action from the Action drop-down list.

3. 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.

i Action Properties - Quick Type x|

General | Toolbarsl Action Scopel Timed Triggersl

Mame: IEnabIe Guick Type

Hot key: I

Clear hot key |

™ Include in Quickeys menu

Action-specific propertie:

Lt T A EE riable Cuick. Type

Edit gloszany... |

o]

Cancel |
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Enable Quick Type—Turns on Quick Type functionality.
When QuickType is enabled, the Quick Type icon appears in
the Tray. Right-click the Quick Type icon in the Tray to display
the Quick Type menu.

Disable Quick Type—Turns off Quick Type functionality.

Toggle Quick Type—Alternately enables and disables Quick
Type functionality.

Edit Quick Type glossary—Opens the Quick Type Glossary
window shown in Figure 70.

The Quick Type Glossary

The Quick Type glossary contains all the words, phrases, or
names you want to type when you trigger a Quick Type
Action.

To add text to your glossary:

1. Click the Edit glossary button in the Quick Type Setup Wizard
or Action Properties dialog. (See Figure 68 and Figure 69.)

2. In the Quick Type Glossary window;, click the Add button.

FIGURE 69: The Quick Type Action Properties dialog appears when you
select the Quick Type Action from the Create menu, or when you double-
click an existing Quick Type Action in the My Actions tab.

4. Assign a trigger to the Action.

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

6. Close the QuicKeys Editor.

QUICK TYPE OPTIONS

This section describes the Action-specific properties available
with the Quick Type Action.

Quick Type Glossary %]
Test key | Tewt to lype [ Scope | Dene |
C LCE Software Microsoft Dutiook:
J Jeftrey B. Collander Microsoft Dutiook:
ol Willlamer, Pennsylvania Microsoft ‘word
h Hotpaper.com Adobe Frametaker 5.5
Add,
Edi)
DElete
Tet keys are case sensiive

FIGURE 70: The Quick Type Glossary window
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3. In the Edit Glossary Entry dialog, specify the text key that
will trigger the Action, the application (scope) in which the

Action will occur, and the text you want the Action to type.

Edit Glossaty Entry %]
Testkey: |C LY [ Microsoft Outlook g
Clear scope Cancel
Test to type: Q

CE Software

FIGURE 71: The Edit Glossary Entry dialog
4. Click OK to return to the Quick Type Glossary window.

5. Click Dong in the Quick Type Glossary window when you
are finished.

DELETING QUICK TYPE ACTIONS

To delete a Quick Type Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

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

USING CHECK SPELLING

With the Check Spelling Action you can check the spelling of a
selected block of text in virtually any document.

O Only one personal dictionary may be selected for
each Check Spelling Action.

SETTING UP CHECK SPELLING ACTIONS

There are two ways to create and edit QuicKeys Check
Spelling 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 Check Spelling button. Read the
pages of each wizard dialog and follow the instructions. At
the beginning of the Setup Wizard, you are presented with
options to 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.

QuicKeys Setup Wizard x|

Select an Action from the list below.

Click "Met"

" &dd words to personal dictionary

" Edit personal dictionaries

[V Matify when completed

< Back I Mest » I

Cancel | Help |

FIGURE 72: This dialog appears when you click the Check Spelling
button in the Setup Wizards tab and choose to create or edit a Check
Spelling Action.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information on the Options dialog.



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

1. Select Create>Text Tools>Check Spelling.
2. Select an Action and a dictionary.

3. 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.

i Action Properties - Check Spelling x|

General | Toolbarsl Action Scopel Timed Triggersl

Mame: IEheck zpelling - English

Hot key: I Clear hot key |

i

—Action-specific propertie:

— Action

&' Check speling " #dd words to dictionary " Edit dictionaries

¥ Matify when completed

— Dictionarie

Language dictionary:
I English j DOptions... |

Perzonal dictionary:

IDefauIt j Edit dictionaries... |
()8 I Cancel |

FIGURE 73: The Check Spelling Action Properties dialog appears when
you select the Check Spelling Action from the Create menu, or when you
double-click an existing Check Spelling Action in the My Actions tab.

4. Assign a trigger to the Action.
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5. Click OK. Your new Action 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
checked for spelling errors.

CHECK SPELLING OPTIONS

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

Check spelling—Checks the spelling of selected text with the
specified dictionary.

Add words to dictionary—Adds words to the QuicKeys
Check Spelling dictionary.
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Edit dictionaries—Changes the words in the Check Spelling
dictionaries.

Personal Dictionaries x|
— Dictionary
I Diefault j Add... | Delete |

i, cesoft. com

Add words: Add

Bemove |

FIGURE 74: The Personal Dictionaries dialog

Dictionary options—Chooses which language options you
want to use for your default dictionary.

Language Options - Englizh x|

[wi/5 Enalish

UK. English [ize) _
UK. English [ize) Camcel
[J&ustralaian English —I

[Financial lexicon
[ILegal lexicon
[Medical lexicon
15 rientifie: lesiron

FIGURE 75: The Language Options window

DELETING CHECK SPELLING ACTIONS

To delete a Check Spelling Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

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

SPECIAL CHARACTERS

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, diacriticals, 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 press Alt+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 make Ctrl+M type the
trademark symbol rather than using Alt+0153.

QuicKeys can type characters and symbols from the font you
have selected. By default, QuicKeys uses the system font.

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.
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Using the Setup Wizard 2. Select the font you want to view.

To use the Setup Wizard, select the Setup Wizards tab in the 3. Select the character you want to type.
QuicKeys Editor and click the Special Characters button. Read the
pages of each wizard dialog and follow the instructions. At
the beginning of the Setup Wizard, you are presented with
options to Create an Action, Edit an Action, or Delete an Action. The
setup for each of these options is explained within the Setup

4. In the General tab of the Action Properties dialog, type a
name for this Action in the Name box.

N } Action Properties
Wizard.
General | Toolbarsl Action Scope' Timed Triggersl
QuicKeyps Setup Wizard E Mame: Iem dash

Hat key: Imt +Crl + - Clear hot key

Select the character to type:
I Include in QuicKeys menu

Click "Mext"
Sample font: et e
— Action-specific propert
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™ Select character from a popup list ajfijojajé|djo]|-~|ejO|aldfa|d|b]F

[~ Select character fiom a popup list

< Back I et | Cancel | Help | ok I Cancel |

FIGURE 76: This dialog appears when you click the Special Characters FIGURE 77: Select the character you want to type in the Action-specific
button in the Setup Wizards tab and choose to create or edit a Special properties pane. If you want to view this character table in a pop-up list
Characters Action. when you select the Special Characters trigger, click the Select character
from a popup list check box.
Using the Action Properties Dialog 5. If you want to choose a hot key to trigger this Action, click
The following instructions assume you have the Always use Setup in the Hot key box and press the key(s) you want to use. For
Wizards for editing check box cleared in the Options dialog. See example, press the Alt key, the Control key, and the - key
page 30 for more information. simultaneously.

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

1. Select Create>Text Tools>Special Characters.
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6. Click OK. Your new Action appears in the My Actions tab.

7. 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 typed into the open document.

SPECIAL CHARACTERS OPTIONS

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

Sample font—Changes the symbols based on the selected
font. The font is only for sample viewing; the character you
select will be inserted using the font already chosen in the
receiving program.

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 a 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 into your letter.

DELETING SPECIAL CHARACTERS ACTIONS

To delete a Special Characters Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

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

TYPING THE DATE AND TIME

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, select the Setup Wizards tab in the
QuicKeys Editor and click the Type Date/Time button. Read the
pages of each wizard dialog and follow the instructions. At
the beginning of the Setup Wizard, you are presented with
options to 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.



QuicKeps Setup Wizard

T Date/Time Select the date and/or time format from the st below.
Select "Custom formats' to specify a different format.

Click "Next"

Long Date

Time

Shart Date and Time

mmddd /ey LI

= Custom format

Hirkndsi 10417738

< Back I Mext > I Cancel | Help |

FIGURE 78: This dialog appears when you click the Type Date/Time
button in the Setup Wizards tab and choose to create or edit a Type Date/
Time Action.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.

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

1. Select Create>Text Tools>Type Date/Time.

2. Select the Date/Time format you want to use from the
Format drop-down list.
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3. 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.

} Action Properties [ x|

General | Tnnlharsl Actian Scnpel Timed Trlggelsl

Name: |1 0/17/98

Hat key: I Clear hot key

¥ Include in QuicKeys menu

Action-specific properti

LEuston Fammat Builden. |

Format;

Example: 10417498

FIGURE 79: The Type Date/Time Action Properties dialog appears when
you select the Type Date/Time Action from the Create menu, or when you
double-click an existing Type Date/Time Action in the My Actions tab.

4.

® N o o

If you want to trigger this Action from the QuicKeys menu,
click the Include in QuicKeys menu check box.

Click OK. Your new Action appears in the My Actions tab.
Close the QuicKeys Editor.
Open a document in a word processing program.

Trigger the Type Date/Time Action you created. The date
and time you specified is typed into the open document.
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TYPE DATE/TIME OPTIONS

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

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 appears in the Sample

field.
Date/Time Abbreviation Meaning

mm month

dd day

yyyy year

dow day of the week
hh hour

mm minute

ss second

ap AM/PM

24 hour military time

Custom Format—If you select Custom Format from the Format list,
the Format Builder button is enabled.

Custom Date/Time Builder ]
Two dgt year ]| [Remove | [Abbrevieted morth name o]
Four digt year dash
Diay of year Cancel
AErsiste month nams s | s e
Ful month name Four digh year
Month as number T
Diay of marth L

\wesk number of year [starting Sunday]
\wieek number of year starting Monday] Down

Abbrevisted weskday name

Full weekday name

\weskday as number (Sundsy = 0)

Hour in 2éhr formeat

Hour in 12t format

Minute as number I {fyps as ALL CAPS)
Second s number - :
AMIPM indicator
Time zone

Erampl
spae = [AUE—BD—ZUUU

FIGURE 80: Use the Custom Date/Time Builder to build your own date
and time formats.

Custom Format Builder—Clicking the Format Builder button in
either the Setup Wizard or the Action Properties dialog
displays a Custom Date/Time Builder dialog. Select a format from
the left column of the window and click the Add button to
move it to the right column. Rearrange the order of the
selected formats using the Up and Down buttons. Click the Type
in ALL CAPS check box to capitalize all your date and time
characters. A sample of the combined formats you select
displays at the bottom of the window.



Notice in Figure 80 that you must specify commas, colons,
dashes, slashes, and spaces in your formats if you want to use
them in your custom format. Click OK in the Custom Date/Time
Builder window when you are finished. Your new format
displays in the Sample field of the Action Properties dialog.

If you combine these custom  Your Date/Time Action
formats in the Custom Date/  types something similar to

Time Builder... 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
name+colon+space+Abbreviated
month name+space+Day of
month+colon+space+Four digit year

Sunday: Oct 04: 1998

Hour in 12hr format+colon+Minute as | 03:51:27 PM / Central Daylight
number+colon+Second as Time

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.

DELETING TYPE DATE/TIME ACTIONS

To delete a Type Date/Time Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.

T

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

TYPING TEXT

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.

Using the Setup Wizard

To use the Setup Wizard, select the Setup Wizards tab in the
QuicKeys Editor and click the Type 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 to Create an Action, Edit an Action, or Delete an Action. The
setup for each of these options is explained within the Setup
Wizard.
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3. 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.
Enter the text to type below. To enter a tab, type
Type Text Caritiiall <= Tt i Action Properties
Clc ey General ] Too\bars] Action Scope ] Timed Triggers 1
Tam Zi :
H%EBI‘:?D":?{“Qh Schaool Principal J i |TPDB Text
Ridgemant, California 00070 Hotkey: |A|l “CHl+5 Clear hot key
[ Include in Quickeps menu
JERICRa Action-specific properties
Tom Zi
Fiiodrger:?oﬁ‘ta}ll-ﬁgh Schoaol Principal J
Ridgemont, California 00010
< Back | Hext > | Cancel | Help |
FIGURE 81: 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. f
Using the Action Properties Dialog ok | _ caedl |
The following instructions assume you have the Always use Setup

Wizards for editing check box cleared in the Options dialog. See

20t Y, - FIGURE 82: The Type Text Action Properties dialog appears when you
page or more information.

select the Type Text Action from the Create menu, or when you double-
click an existing Type Text Action in the My Actions tab.

To use the My Actions tab to create or edit a Type Text 4. If you want to choose a hot key to trigger this Action, click

Action, follow these steps: in the Hot key box and press the key(s) you want to use. For

1. Select CreatesText Tools>Type Text. example, press the Alt key, the Control key, and the S key
simultaneously.

2. Type the text you want to use when you trigger this Action.

5. Click OK. Your new Action appears in the My Actions tab.
O  Press Cirl+Tab to insert a tab in the text you type.

6. Close the QuicKeys Editor and open your E-mail program.
0 The text box can hold up to 10 KB of text, or up to Position your cursor in t.he docume?nt anftl press the hot key
or other trigger you assigned to this Action. The text you
10,000 characters. o .
specified is typed into the open document.
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Using Drag-and-Drop Functionality DELETING TYPE TEXT ACTIONS
You can select text from one window and drag-and-drop it in To delete a Type Text Action:
the QuicKeys Editor to create a Type Text Action. When you 1. Select the My Actions tab in the QuicKeys Editor.

drop the selected text onto one of the Editor tabs, the Action
Properties dialog (shown in Figure 82) appears. The text you 2

dropped onto the QuicKeys Editor appears in the Action-specific 3. Select Delete from the context menu that appears.
properties area of the dialog. You can edit the text in this dialog 4

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

. Right-click the Action you want to delete.

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

Cutting and Pasting Text

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

To create a Type Text Action using cut and paste:
1. Select a block of text.
2. Copy it to the Clipboard.

3. 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 appears in the My Actions tab of the
QuicKeys Editor. You must assign the Type Text Action a
trigger before you can use it.

EDITING TYPE TEXT ACTIONS
To edit a Type Text Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Double-click the Action you want to edit.

3. Make the necessary changes in the Action Properties dialog
and click OK.
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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 File
Handler, Folders, Open, Recent Files, and Zip Files.

FILE HANDLER

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:

e Set attributes e Set extensions
* Move ¢ Copy

e Rename e Delete

* Open with

SETTING UP FILE HANDLER ACTIONS

There are two ways to create or edit QuicKeys File Handler
Actions: use the Setup Wizard or use the Action Properties
dialog. When you are setting up File Handler Actions, you can
use wildcards (such as * and ?) in the Specified file or folder text
box.
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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 to Create an Action, Edit an Action, or Delete an Action. The

setup for each of these options is explained within the Setup

Wizard.

QuicKeys Setup Wizard x|

File Handler Select an Action from the list below.
Click "Next"

Action:

Dizplay "Dpen with..." dialog

< Back I Mest » I Cancel | Help |

FIGURE 83: 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.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information

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

1. Select Create>File & Folder Tools>File Handler.

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

3. 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.



i Action Properties - File Handler x|

General | Toolbarsl Action Scopel Timed Triggersl

Mame: ISet attributes

Hot key: I Clear hot key |

V' Include in Quickeys menu

—Action-specific propertie:

Action; | Set attributes j
Source of file
& Current selection " Specified file or foldsr

I Brawse.. |

¥ IF selection iz a folder, include contents and sub-folders

Select the file attributes to modify

¥ Readonly: ¢ On ¢ O [~ Swstem: € 0n € 0FF
v Hidden:  0n  0Off [ Archive: € O 0 0f
W Date: | 8000 = BOZIGFM =

1] I Cancel |

FIGURE 84: 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.

4. 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 Control key, and the S key
simultaneously.

5. Click OK. Your new Action appears in the My Actions tab.
6. Close the QuicKeys Editor.

7. Select a group of files or folders and press the hot key or
other trigger you assigned to this Action.

TRIGGERING FILE HANDLER ACTIONS

After you have specified 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 is a description of the Action-specific properties
available with the File Handler Action.

Set attributes—Alters the current selection or the specified
file or folder. You can change one or many file and folder
attributes such as read-only, hidden, system, archive, date, or
time. Select Read-only so files cannot be edited. Choose Hidden to
hide the selected file or folder. Select System to set the file or
folder to one that is exclusively used by the operating system.
Select Archive to mark the file or folder for backup or removal.
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Set extension—Appends a specified extension to the file
names of currently selected or pre-specified files and folders.
File extensions are the three-characters appended to selected
files. Changing file extensions is useful when you want the
selected file to be recognized by a different program.

U  You do not have to type the period character when
specifying the file extension; QuicKeys
automatically inserts it.

—Action-specific propertie:

Action: | Set extension j
Source of file
' Current selection & Specified file or folder

IE:\Program Files\CE SoftwarehDuicKeys\gkbanner B Browse. .. |

File extension: ~ |TIF
™ Ask for extension when Action is tiggered

Example: SomeFile. TIF

()8 I Cancel |

FIGURE 85: Use the lower half of the Action Properties dialog to specify
Action-specific options.

Ask for extension...—Prompts you for a file extension
when you trigger the Set extension Action. You must
supply an extension composed of up to three characters
when the prompt appears. For example, you would type ico
and click OK if you wanted the selected files to be
recognized as icon files.

Set File Extension
Set the file extension for the selected files to: ico
ok I Cancel |

FIGURE 86: This dialog appears when you have the “Ask for extension”
check box selected.

Move—Moves the current selection or pre-specified files or
folders to a destination you specify.

If using wildcards, ignore subfolders—Directs QuicKeys
not to move subfolders if a wildcard is used in the folder
name. A wildcard is a character, such as an asterisk (*) or a
question mark (?), that can be used to represent one or may
characters.



—Action-specific propertie:

Action: |Move j

Source of file

' Current selection & Specified file or folder

IE:\Program Files\CE SoftwarehDuicKeys\gkbanner B Browse. .. |

™ If using wildcards. ighore sub-folders

Move: ITD specified folder j

™ Ovenwiite existing files

Folder: IE:\My Documentsihy Pictures

Browse... |

()8 I Cancel |

FIGURE 87: Action-specific properties for moving files or folders

Move To—Moves the selected files or folders to one of the

locations specified in the Move drop-down list. Select To
Windows Desktop, Up one folder, Out of all folders, and To specified
folder,.
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Copy—Moves the current selection or pre-specified files or
folders to one of the locations specified in the Copy drop-down
list. Select To Windows Desktop, Up One Folder, Out of All Folders, or To
Specified Folder.

If using wildcards, ignore subfolders—Directs QuicKeys
not to move subfolders if a wildcard is used in the folder
name. A wildcard is a character, such as an asterisk (*) or a
question mark (?), that can be used to represent one or may
characters.

—Action-specific propertie:

Actian: | Copy j

Source of file

' Current selection & Specified file or folder

IE:\Program Files\CE SoftwarehDuicKeys\gkbanner B Browse. .. |

™ If using wildcards. ighore sub-folders

cified folder

™ Ovenwiite existing files

Folder: IE:\My Documentsihy Pictures

Browse... |

Browse—Specifies where the selected files will be moved.
The location you specify displays in the Folder text box.This
option is only available when the To specified folder option is
selected in the Move list.

O Be 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.

FIGURE 88: Action-specific properties for copying files or folders

Rename—Renames the currently selected or pre-specified
files or folders using the naming conventions you choose.

Delete—Deletes currently selected or pre-specified files or
folders. You can choose to move files/folders to the Recycle
Bin or you can choose to delete them permanently.
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Display “Open with...” dialog—Displays the Windows
“Open With” dialog for the currently selected file or pre-
specified file. For example, this option may be useful for text-
based files that you alternately open in Notepad and
Microsoft Word.

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.

3. Type the text you want to use as a prefix in the names of
the selected files or folders. An example of what the
renamed files/folders will look like displays at the bottom
of the dialog.

—Action-specific propertie:

Action: | Rename j
Source of file
& Current selection " Specified file or foldsr
I Brawse.. |
Style: IPrefix Text j

Test: IQK Browse... |

ariable: (1| GHE] (¥ 001 SHE €514 Fr 5l P

E=ample: First file.tst > [IKFirgt file. bt
Second file.doc > QKSecond file.doc

()8 I Cancel

FIGURE 89: Prefix text options

4. Click OK when you are finished.
To rename files and folders using a prefix variable:

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

2. Select Prefix Variable in the Style drop-down list.

3. Choose the variable you want to use as a prefix in the
names of the selected files or folders. An example of what
the renamed files/folders will look like displays at the
bottom of the dialog.



4. Choose the variable you want to use from one of the Variable
radio buttons. An example of what the renamed files/
folders will look like displays at the bottom of the dialog.

Rename
Rename

FIGURE 90: The Prefix Variable option

4. Click OK when you are finished.

To rename files and folders using a variable and text: FIGURE 91: The Variable Text option

1. Select Rename Files or Folders in the Action drop-down list of the 5. Click OK when you are finished.
File Handler’s Action Properties dialog. To rename files and folders using text and a variable:
2. Select Variable & Text in the Style drop-down list. 1. Select Rename Files or Folders in the Action drop-down list of the

File Handler’s Action Properties dialog.
2. Select Text & Variable in the Style drop-down list.

3. Type the text you want to use in the Text box.

3. Type the text you want to use in the Text box.

4. Choose the variable you want to use from one of the Variable
radio buttons.

An example of what the renamed files/folders will look like
displays at the bottom of the dialog.
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Rename

FIGURE 92: The Text & Variable option
5. Click OK when you are finished.

To rename files and folders by appending text:

1.

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

2. Select Append Text in the Style drop-down list.
3. In the Text box, type the text you want to add to the end of

the file or folder name. An example of what the renamed
files/folders will look like displays at the bottom of the
dialog.

Rename

Append Test
QK
(el N ) P

FIGURE 93: The Append Text option

4. Click OK when you are finished.

To rename files and folders by appending a variable:

1.

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

2. Select Append Variable in the Style drop-down list.

3. 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.



Rename

FIGURE 94: The Append Variable option
4. Click OK when you are finished.
To rename files and folders using a fixed name:

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

2. Select Fixed Name in the Style drop-down menu.
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3. Type the name you want to use for the currently selected or
pre-specified file or folder.

Rename

Fixed Mame

CESoftware

SIS (el A

FIGURE 95: Fixed name options
4. Click OK when you are finished.

DELETING FILE HANDLER ACTIONS

To delete a File Handler Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

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

The Folders 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 Folders hot key you can move deep
into the directory hierarchy and save countless hours.

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

Pre-defined Actions

e Windows folder ¢ Windows Temporary
folder
e Windows Desktop * My Documents
folder folder
¢ Favorites folder e Application Data
folder

¢ Up one folder level

User-defined Actions

* Open a specified ® Create a folder
folder

SETTING UP FOLDERS ACTIONS
There are two ways to create or edit QuicKeys Folders
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 Folders button. Read the pages of
each wizard dialog and follow the instructions. At the
beginning of the Setup Wizard, you are presented with
options to 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.

QuicKeys Setup Wizard x|

Folders Select an Action from the list below.
Click "Next"

&

IWindows falder j

" Open a specified folder...

" Create a folder...

< Back I Mest » I Cancel | Help |

FIGURE 96: This dialog appears when you click the Folders button in the
Setup Wizards tab and choose to create or edit a Folders Action.



Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.

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

1.
2.

Select Create>File & Folder Tools>Folders.
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 one.
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i Action Properties - Folders x|

General | Toolbarsl Action Scopel Timed Triggersl

Narme: IEES Graphics

Hot key: I
v

Clear hot key |

—Action-specific propertie:

" Open a predefined folder:  [\/indaws falder j

" Open a specified folder:

Brawse |

' Create a folder named: IGraphics

' In active Explorer window

| folder: IC:\M}I Documents\CE Software

Browse... |
ok I

Cancel |

FIGURE 97: The Folders Action Properties dialog appears when you
select the Folders Action from the Create menu, or when you double-click
an existing Folders Action in the My Actions tab.

4.

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.

5. Click OK. Your new Action appears in the My Actions tab.
6. Close the QuicKeys Editor.

7. Open a word processing program and select the Save As

option.
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8. Press the Folders hot key. The folder you selected appears
within the standard Save dialog or the folder you specified
will be created.

TRIGGERING FOLDERS ACTIONS

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

¢ Right-click any file on your hard drive and select a Folders
Action from the context menu that appears. A Folders
Action is only available from the context menu when you
have created one using the QuicKeys Editor.

¢ Press the hot key you assigned to the Folders Action to
trigger it.

¢ Set up a timed trigger to start the Folders Action.

¢ Place Folders Actions in the QuicKeys menu and select the
Action from the menu.

¢ Add aFolders Action to a QuicKeys toolbar and trigger the
Action from the toolbar.

FOLDERS OPTIONS

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

Windows folder—Opens the Windows or WINNT folder
(depending on your operating system) or switches to your
Windows folder when any standard Save or Open dialog is
displayed.

i Action Properties - Folders x|

General | Toolbarsl Action Scopel Timed Triggersl

Narme: IEES Graphics

Hot key: I Clear hot key |

i

—Action-specific propertie:

" Open a predefined folder: |W’ind0ws falder ﬂ

10101 olaer
ndows Temporary folder
Windows Desktop folder

My Documents folder
I Farvorites folder
Application D ata folder
Up one folder

' Create a folder named: IGraphics

" Open a specified folder:

' In active Explorer window

| folder: IC:\M}I Documents\CE Software

Browse... |
()8 I Cancel |

FIGURE 98: The Folders options in the Action Properties dialog

Windows Temporary folder—Opens the Windows
Temporary folder or switches to your Windows Temporary
folder when any standard Save or Open dialog is displayed.

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



My Documents folder—Opens the My Documents folder or

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—Opens the Favorites folder or switches to
your Favorites folder when any standard Save or Open dialog is
displayed.

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

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

Open a specified folder—Switches to the folder you specified
when you created the Action.

Create a folder—Creates a folder in the active Explorer
window or in the directory you specify. The new folder has
the name you provide in the text field.

DELETING FOLDERS ACTIONS

To delete a QuicKeys Folders Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

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

Using the Setup Wizard

To use the Setup Wizard, select the Setup Wizards tab in the
QuicKeys Editor and click the Open 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 to 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.

QuicKeys Setup Wizard
Open Select the type of file to open fram the list below.

Click "Mext"

" Document

" Control Panel
 Custom

for Windbus

< Back I Mest > I Cancel | Help |

FIGURE 99: This dialog appears when you click the Open button in the
Setup Wizards tab and choose to create or edit an Open Action.
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Using the Action Properties Dialog 4. Click in the Hot key box and press the key(s) you want to use
The following instructions assume you have the Always use Setup to trigger the Open Action. For example, press the Alt key,
Wizards for editing check box cleared in the Options dialog. See the Ctrl key, and the 1 key simultaneously.

page 30 for more information.

To use the Action Properties dialog to create or edit an Open
ACtiOn, follow these Steps: General | Too\barsl Action Scnpel Timed Tnggersl

1. Select Create>File & Folder Tools>0pen.

Name: IForeH elp 3.0
2. Choose .option(s) from the Action-specific properties pane Hatkep ool Ceathoi ko |
of the dialog. For example, choose Program from the Type TR
drop-down list and choose a program to open from the Path !
drop-down list.

3. In the General tab of the Action Properties dialog, a name is [l
automatically assigned to the Action. You can use the T =
assigned Action name or type a different one. Path: [@ Foeen30 5] Browse.
Parameters: I
Shart jric |
Bur: |Mormal =l

FIGURE 100: 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 My Actions tab.

0 This Action is also a good candidate for a timed
trigger if you open programs, such as E-mail

software, at the same time each day. See page 25 for
more information on timed triggers.

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

6. Close the QuicKeys Editor and press the hot key you
assigned to this Action. The file or program you selected
opens.



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 drop one file onto
the Setup Wizards tab, the Action Properties dialog (shown in
Figure 100) appears. The file you dropped onto the QuicKeys
Editor appears in the Path box of the Action-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 drop multiple files onto the Setup Wizards tab, the files
are automatically made into Open Actions that display in the
My Actions 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 OKin the Action Properties dialog when you are finished
creating your Open Action.

Copying and Pasting Files and Folders

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

To create an Open Action using cut and paste:
1. Select one or several files or folders.

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

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

A new Open Action displays in the My Actions tab of the
QuicKeys Editor.

OPEN OPTIONS

Below is a description of the Action-specific properties
available with the Open Action.
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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 the Browse button and navigate to
the document you want to open.

Control Panel—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 the Browse
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 box 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
example, the /n/e,C:\ 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 to /n/e,C:\Windows, the Explorer program
would open in the C:\ Windows directory in the Explorer view.
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U Each 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 text in the Parameters field.

Start in—This command can be traced back to the DOS
“change directory” (CD) 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 the
Startin field.

For example, if you can recall any DOS commands, you may
remember that you once had to type copy C:\Programs
C:\System\Documents to successfully copy files from one directory
to another. However, if you typed C:\System C:\Documents, you
would get an error because the computer was looking for
C:\Programs in the C:\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

To delete a QuicKeys Open Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

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

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 ¢ Files modified in the
last 15 minutes last hour
¢ Files modified in the ¢ Files modified in the
last 24 hours last “X” hours and
“X” minutes

e Exclude the Windows
Temporary files from
the search

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, select the Setup Wizards tab in the
QuicKeys Editor and click the Recent Files button. Read the
pages of each wizard dialog and follow the instructions. At
the beginning of the Setup Wizard, you are presented with
options to Create an Action, Edit an Action, or Delete an Action. The
setup for each of these options is explained within the Setup
Wizard.
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To use the Action Properties dialog to create or edit a Recent
Files Action, follow these steps:

1. Select Create>File & Folder Tools>Recent Files.

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

3. 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.

QuicKeps Setup Wizard

i Action Properties X
[-IVPRr =T Sclect which files to find. : b ]
Click "Mext" General | Toolbarsl Action Scope' Timed Triggersl
& Filez modiied in the last 15 minutes Meame: IFlecent Files madified in the last 15 mintelz)

" Files modified in the st hour Hot key IA\t +F7 Clear hat key

 Files modified in the last 24 hours ¥ Inchude in Guickeys menu

€~ Files modified in the Jast
IU hours |2 minutes
= . — Action-specific propert

v Winigbis ¥ Don't show temporary files Find all fles modified:

* | the last 15 minutes

™ Inthe last hour
<Barck I et > I Cancel | Help | ™ Inthe last 24 hours
T Inthe Jast IU_ hors IU_ Ininutes
FIGURE 101: This dialog appears when you right-click the Recent Files gl B i e s
button in the Setup Wizards tab and choose to create or edit a Recent Files
Action.

ok I Cancel |

Using the Action Properties Dialog

The followilnlg instructions assume you haV'e the Always use Setup FIGURE 102: The Recent Files Action Properties dialog appears when you
Wizards for editing check box cleared in the Options dialog. See select Recent Files from the Create menu, or when you double-click an
page 30 for more information. existing Recent Files Action in the My Actions tab.

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

To use the Setup Wizard, select the Setup Wizards tab in the
QuicKeys Editor and click the Zip Files button. Read the pages
of each wizard dialog and follow the instructions. At the
beginning of the Setup Wizard, you are presented with

6. Close the QuicKeys Editor and select the Recent Files
Action from the QuicKeys menu. All the files that have
been modified in the interval you have specified are

displayed in a list. | ’ ) i
options to Create an Action, Edit an Action, or Delete an Action. The
DELETING RECENT FILES ACTIONS setup for each of these options is explained within the Setup
Wizard.
To delete a QuicKeys Recent Files Action:
1. Select the My Actions tab in the QuicKeys Editor. QuicKeys Setup Wizard =]

. Right-click the Action you want to delete.
Z.I"P Files Select an action from the list below.

2

3. Select Delete from the context menu that appears.
Click "Nest"

4

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

' Extract filez from zip

ZIP FILES

The Zip Files Action enables you to compress files, extract
compressed files, add to compressed files, and validate
compressed files.

 Merify zip fils

[V Matify when completed

SETTING UP ZIP FILES ACTIONS

There are two ways to create and edit QuicKeys Zip Files <Back [ Mews | cancel | Help |
Actions: use the Setup Wizard or use the Action Properties
dialog.

ialog FIGURE 103: This dialog appears when you click the Zip Files button in

the Setup Wizards tab and choose to create or edit a Zip Files Action.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.



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

1. Select Create>File & Folder Tools>Zip Files.

2. Choose an option from the Action-specific properties pane
of the dialog. For example, choose Add files to zip.

3. 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.
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i Action Properties - Zip Files x|

General | Toolbarsl Action Scopel Timed Triggersl

Narme: IAdd files ta zip

Hot key: I Clear hot key |

™ Include in Quickeys menu

—Action-specific propertie:

Action: | Add files to zip j [V Matify when completed
—Filez to zip
& Current Selection " Specified files

I Brawse.. |

™ Include sub-folders

— Destination for zip file

' Same az source files " Specified name and location

Brawsze,.. |

If zip file exists:

Replace files: Replace if newer j

()8 I Cancel |

FIGURE 104: The Zip Files Action Properties dialog appears when you
select Zip Files from the Create menu, or when you double-click an
existing Zip Files Action in the My Actions tab.

4. Select a trigger for the Action.
5. Click OK. Your new Action appears in the My Actions tab.
6. Close the QuicKeys Editor and trigger the Zip Files Action.
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ZIP FILES OPTIONS
Below is a description of the Action-specific properties
available with the Zip Files Action.

Add files to zip—Adds the specified file to the Zip archive.
When this option is selected, you must choose whether to zip
the file that is currently selected or a pre-specified file. You
must also indicate a destination for the zip file. The
destination can be the same directory as the specified file or a
pre-specified directory. Finally, you must tell QuicKeys how
you want to handle situations where a zip file already exists.
Click the Notify when completed check box if you want to be
alerted when the files have been zipped. See Figure 104.

Extract files from zip—Decompresses the specified files.
When this option is selected, you must choose the source
location of the zip file you want to decompress as well as the
destination for the decompressed files. Then, you must choose
replacement options if the decompressed files are duplicated
in the destination directory. Click the Notify when completed
check box if you want to be alerted when the files have been
unzipped.

Verify zip file—Verifies that the zip file isn’t corrupted. When
this option is selected, you must choose whether to verify the
the file that is currently selected or a file that has been pre-
specified in the Zip Files Action.

DELETING ZIP FILES ACTIONS

To delete a QuicKeys Zip Files Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

. Choose Yes at the Confirm Delete prompt. The Action is cleared
from the Actions list.
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System Tools encompass the Button Click, Mouse Click,
Mouse Position, QuicKeys Clipbook, Run Script, Select Menu,
Set System Clock, System Specials, Type Keystroke, and
Window Handler 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.

BUTTON CLICK

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

Click the Specify window properties button to display the Window
Properties dialog. Using the Window finder tool in the
Window Properties dialog enables you to automatically
populate the text fields and buttons in the Action Properties
dialog. See page 173 for more information.

SETTING UP BUTTON CLICK ACTIONS

To insert a Button Click Action in a Sequence:
1. Open the Sequence Editor.

2. Position the insert arrow where you want to insert the
Button Click in the Sequence.

3. Select Create>System Tools>Button Click.

4. Complete the Sequence Action Properties dialog that is
shown in Figure 105 and click OK.

i Sequence Action Properties - Button Click x|

Diescription: IButton Click

—Action Propertie:
Find Button:

& By name: I

 BylD ID
' By coordinates H IU_ Y IU_

Find button on window:  Program window, name containg ‘Additional comments -

‘when button is found: & Click always ¢ Click whenon Click when off

™ Ewxact match

— Step result handling

If step succeeds IEontinue to mewt step j
If step fails IStop sequence and notify user j
1] | Cancel |

FIGURE 105: The Action Properties dialog for the Button Click Sequence

tool

BUTTON CLICK OPTIONS

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

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

Exact match—Select Exact match if the button text must
match the button in the software exactly.

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.

Specify window properties—Displays the Window Properties
dialog, which allows you to select a specific window with

your mouse. See Figure 190 on page 173 for more information.

When button is found—Chooses whether to always click the
button or radio button, click the button only when it’s on, or
click the button only when it’s off. The same rules apply to
check boxes. If you want to look for a checked check box,
select Click always or Click when on. If you want to look for an
unchecked check box, select Click always or Click when off.

A check box that is “on”

A check box that is “off”

A radio button that is “on”

IR

A radio button that is “off”

Mouse button—The button that is clicked for this Action. The
Middle 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 function fails, 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.

DELETING BUTTON CLICK ACTIONS

To delete a QuicKeys Button Click Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.

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

MOUSE CLICK

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

FIGURE 106: This is an illustration of how QuicKeys defines which

example, if you are recording a Sequence that opens your
buttons are “on” and which are “off.” ple iy g q P y

weekly report in Microsoft Word and then performs a Save As
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command to save the file to a specific directory, the Sequence
will use a Mouse Click Action to tell your computer to click
the Up One Folder Level icon. This specifies the directory at the - . .

appropriate time in the Sequence of Actions.

Diescription: IMUUSE Click [0,0.0.0]
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
spe . . . . Mouse Down Coordinate:
you are editing the Mouse Click information after recording a

Sequence. s |1?3 o IH? Fieferenced from: ITopLeft 'l

—Action Propertie:

& Click mouze at ¢ Release mouse at ™ Double click

Relative to: € Screen € Frontrost program window
Click the Specify window properties button to display the Window & Speciy windaw  Speciy window propettes... |
Properties dialog. Using the Window finder tool in the
Window Properties dialog enables you to automatically Mouse buttor: & Leftbutton ¢ Middlebutton " Right button h
populate the text fields and buttons in the Action Properties Modifiers: I™ Controlkey T~ Shift key T Altkey

dialog. See page 173 for more information.

— Step result handling

SETTING UP A MOUSE CLICK ACTION scpsuesseds  Jonive to et s =l

If step fails IStop sequence and notify user j

To insert a Mouse Click Action in a Sequence:

1. Open the Sequence in which you want to insert a Mouse
Click. ak. | Cancel |

2. Position the insert arrow where you want to insert the
Mouse Click in the Sequence. FIGURE 107: The Action Properties dialog for the Mouse Click Sequence

3. Select Create>System Tools>Mouse Click. tool

4. Complete the Sequence Action Properties dialog that is
shown in Figure 107 and click OK. MOUSE CLICK OPTIONS
Below is a description of the Action-specific properties
available with the Mouse Click Action.

Click mouse at—Chooses the coordinates for the Mouse Click
as well as the point from which those coordinates are
measured.

Release mouse at—Chooses the coordinates for the release of
the mouse click.
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Double click—Double-clicks 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, and Current Mouse Position.

Relative to—Chooses 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. The Middle 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 functions fails, 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.

DELETING MOUSE CLICK ACTIONS

To delete a Mouse Click Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.

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

MOUSE POSITION

The Mouse Position Action enables you to specify where you
want your mouse with a QuicKeys trigger. With this
functionality you can keep your hands on the keyboard rather
than constantly switching back to your mouse.

Click the Specify window properties button to display the Window
Properties dialog. Using the Window finder tool in the
Window Properties dialog enables you to automatically
populate the text fields and buttons in the Action Properties
dialog. See page 173 for more information.

SETTING UP A MOUSE POSITION ACTION

To create a Mouse Position Action:

1. Open the Sequence in which you want to insert a Mouse
Position.

2. Position the insert arrow where you want to insert the
Mouse Position in the Sequence.

3. Select Create>System Tools>Mouse Position.



4. Complete the Mouse Position Action Properties dialog that
is shown in Figure 108 and click OK.

i Sequence Action Properties - Mouse Position x|

D escription: IMouse Poszition [Center mouse on contral]

—Action Propertie:

Actior: IEenter mouse oh control j

Find contral:

& By control 1D ID
" By coordinates: ID A ID

Program window, name containg ‘Additional

Browse. .. |

Find contral on window:

— Step result handling

If step succeeds IEontinue to mewt step j
If step fails IStop sequence and notify user j
()8 | Cancel |
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Center mouse on screen—JPositions the mouse in the center of
your screen.

Center mouse on active window—Positions the mouse in the
center of the window or dialog that is currently active on your
screen.

Center mouse on control—Positions the mouse at the
coordinates you specify. You can manually enter the
coordinates, or you can use the Specify window properties button to
specify the location. When you click the Specify window properties
button, the Window Properties dialog appears. See Figure 190
on page 173 for more information about the Window
Properties dialog.

DELETING MOUSE POSITION ACTIONS

To delete a Mouse Position Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.

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

FIGURE 108: The Action Properties dialog for the Mouse Position
Sequence tool

MOUSE POSITION OPTIONS

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

Remember mouse position—Memorizes the current location
of the mouse so you can later return the mouse to that location
with a QuicKeys trigger.

Restore last mouse position—Returns the mouse to its
previous location.
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QUICKEYS CLIPBOOK

If you ever use a word processor or an E-mail program, you
probably also use the Ctrl+X, Ctrl+C, and Cirl+V key combinations

to cut, copy and, paste text and graphics to and from your Select a file, a

. . block of text, or )
Clipboard. But were you ever frustrated by the limitations of a graphic to Select the QuicKeys
the Clipboard? First of all, you can only store one item in the add to your tC_llF)bOOtk Cgé))t'h

. , ; , ; uicKeys fgger to add tne The selected item
Cllpbc?ard. Secondly, you can’t really view what’s .currently in 8Iipboo)ll<. selected tem tothe  is added to the
the Clipboard unless you make a special effort to install the Clipbook. QuicKeys
rather awkward Clipbook or Clipboard Viewer in Windows : Clipbook.
95 or 98. S

I

The QuicKeys Clipbook Action remedies both of these system —
limitations and adds a lot more functionality to the whole s
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,

which is only limited by the amount of disk space available. <& sormwae

You can also manage your stored Clipboard items using the ) . i i
Clipboard Editor. You have much better control and FIGURE 109: To use the QuicKeys Clipbook, you first add Clipboard

items to your Clipbook collection.
functionality with the Clipbook Action than you have with Y P

comparable system tools.



After you add clips to the
QuicKeys Clipbook,
select the “paste” trigger
and choose which
Clipbook clip to paste.

The clip you select
is pasted into your
open document.

b s
LI TEINET Quicxers” Chpbook |
S

FIGURE 110: When you have items in your Clipbook, you can then paste
them into your documents with a simple QuicKeys trigger.
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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
well other than text and graphics.

You can save QuicKeys Clipbook
clips simply by setting up a “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 is lost when
the machine is restarted.
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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 the Setup Wizards tab in the
QuicKeys Editor and click the QuicKeys 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 options to 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.

Create/Edit Multiple Actions

Action ypes:

N‘ﬂa | Hot kg_l,l | Menu |
w] Copy selection to Clipbook, <click here to set hat key: es
w0 pen Clipbook Editor <click here to set hat key: es
v
[ 1Paste "Setup “Wizard" from Cl... <click here to set hot keys Mo
w] Paste "Action Properties” fro... Al + Ctrl+ F12 Mo

Clear hat key |

* Select the check boxes) for each Action pou want to use.
# Click the Hot key column to zet & hot key trigger.
* Click in the Menu column to show the Action in the Buickeys menu.

< Back I Finish I Cancel | Help |

FIGURE 111: Use the “Create/Edit Multiple Actions” option in the Setup

Wizard to set up several Actions simultaneously.

If you are setting up the QuicKeys Clipbook for the first
time, follow these steps:

1. Click the QuicKeys Clipbook button in the Setup Wizards tab.
2. Read the introduction page and click Next.

3. Select Create/edit multiple Actions and click Next.
4

. Click the check box for Copy selection to clipbook, Open Clipbook
Editor, and Prompt for list of items to paste.

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.

6. Click Finish.

Now, you need to add some clips to your clipboard by
choosing items and selecting Copy selection to clipbook from the
QuicKeys menu. When you have collected some clips, you can
start inserting them in your documents by selecting Prompt for
item to paste in the QuicKeys menu. There is no need to interact
with the system Clipboard at all.

U  You must exit the Clipbook Editor before you can
see your newly added clips in the Prompt 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. The Action
Properties dialog is best used for creating a single QuicKeys
Clipbook Action or editing your existing Actions.

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.



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

1. Select Create>System Tools>QuicKeys Clipbook.

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

3. 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.

+ Action Properties - QuicKeys Clipbook

General | Toolbars | Action Scope | Timed Triggers

Marne: IF‘aste " fram Clipbook

Hotkay: | Clear hot key

™ Include in QuicKeys menu

Action-specific properti

Action

" Specified name

 Selected item

Cancel

FIGURE 112: You must add items to your Clipbook using the “Copy
selection...” Action before anything appears in the “Paste preselected
item...” list.
4. If you want to trigger the QuicKeys Clipbook Actions from
the QuicKeys menu, select the Include in QuicKeys menu check
box.

O This Action is also a good candidate for an Action
menu button on a toolbar. See page 44 for more
information.

5. Click OK. Your new Action appears in the My Actions tab.
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6. Close the QuicKeys Editor and trigger one of the QuicKeys
Clipbook Actions. The Action-specific option you selected
reacts to the trigger.

USING THE QUICKEYS CLIPBOOK ACTION
Figure 109 and Figure 110 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 Clipbook Editor to view, copy, paste, delete,
or rename your clips. The Clipbook Editor appears when you
trigger the Open Clipbook Editor Action. You can close the
Clipbook Editor by selecting Exit from the File menu or by
clicking the close box.

Pastes the System

Clipboard contents Deletes the

into the QuicKeys selected clip.

Clipbook. Renames the

selected clip.
Copies the
selected clip to
the System [+ Ruic]leys Cfjpbdpk H[=] E3
Clipboard. Eill Ed
-—I | =
@] x| il
. Select clip: Previem
The clips you CE Lago CE SOFTWARE LICENSE AND LIMITED
have added to Cy [ ARRANTY AGREEMENT
the C||pb00k Calvin Instant Quickeys
using the *Add e CAREFULLY READ THE TERMS 8MD
selection to Wweekly Report COMDITIONS OF THIS LICENSE AND LIMITED
C||pboard" WARRANTY . .
tion or the AGREEMENT ["AGREEMENT" BEFORE YOU USE
op THIS PACKAGE. BY USING OR RETAINING
Copy button POSSESSION OF THIS PACKAGE, vOU AGREE
shown above T0 BE BOUND BY THIS AGREEMENT. IF 0L DO
: MOT AGREE TO ALL THE TERMS OF THIS
AGREEMENT, DO NOT USE THE SOFTWARE

Information on the PROMPTLY RETURM THE EMTIRE PACKAGE
selected C|Ip = Unknown type g

FIGURE 113: The Clipbook Editor

QUICKEYS CLIPBOOK OPTIONS

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

Paste item from Clipbook—Pastes a block of text or a graphic
into a document. The item may be specified by selecting it in
the Selected item dropdown list or typing the item name in
the text box.

U The Preview area of the Clipbook Editor does not
display any information if a file is selected. It can
only display selected text and graphics.

Prompt for list of items to paste from Clipbook—Displays
the window shown in Figure 114 so you can choose which clip
you would like to paste.

Select clip: Preview

Calvin CE SOFTWARE LICENSE AND LIMITED
CE Loga WARRANTY AGREEMENT

C Instant Quickeys

N
Hawkeye Logo
CAREFULLY READ THE TERMS &AND
COMDITIONS OF THIS LICENSE AND LIMITED
WWARRANTY

AGREEMENT ["AGREEMENT") BEFORE vOU
USE THIS PACKAGE. BY USING OR RETAINING
POSSESSION OF THIS PACKAGE, YOU AGREE
TO BE BOUND BY THIS AGREEMENT. IF vOLU DO
MOT AGREE TO ALL THE TERMS OF THIS
LGREEMENT, DO MOT USE THE SOFTWARE
MDD
PROMPTLY RETURM THE ENTIRE PACKAGE
COMTEMTS TO THE PLACE OF PURCHASE FOR
2

Cancel | Paste I

‘weekly Feport

FIGURE 114: 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 stored until you
delete it. The name of your selection can be specified in the
text box, or you can direct QuicKeys to prompt you for the
name of the selection. You can store up to 185 items in the
QuicKeys clipbook.

Clipbook Item Name [ %]
Enter & name for the clipbook iten:
| Weekly Heport
ak. I Cancel |

FIGURE 115: When you trigger the “Copy selection” function of the

Clipbook Action this window appears. Type a name for the clip and click
OK.

Open Clipbook Editor—Displays the items being stored in
the QuicKeys clipbook. You can then select an item and
proceed to paste it into a document.

Delete item from Clipbook—Deletes the currently selected or
pre-specified item from the Clipbook.

DELETING CLIPBOOK ACTIONS

To delete a QuicKeys Clipbook Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

. Choose Yes at the Confirm Delete prompt. The Action is cleared
from the Actions list.
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DELETING CLIPS FROM THE CLIPBOOK EDITOR

To delete a single clip from the Clipbook Editor, open the
Clipbook Editor, select the clip you want to delete, and select
Delete from the Edit menu. You can also create an Action using
the Delete item from Clipbook option to eliminate clips from the
Clipbook Editor.

To delete all of your clips from the Clipbook Editor, open the
Clipbook Editor and select Clear all from the Edit menu.

RUN SCRIPT

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 from the Create 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.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.
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To use the Action Properties dialog to create or edit a Run
Script Action, follow these steps:

1. Select Create>System Tools>Run Script.

2. 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.

3. 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.

i Action Properties - Run Script x|

General | Toolbarsl Action Scopel Timed Triggersl

Narme: |F|un Script [FMProj3.wsh]

Hot key: I Clear hot key |

™ Include in Quickeys menu

—Action-specific propertie:

Select script:
IE:\My Documents\CE SoftwareFiProj3.wsh Browse |
Parameters:

()8 I Cancel

FIGURE 116: The Run Script Action Properties dialog

4. If you want to choose a hot key to trigger this Action, click
on the Hot key box and press the key(s) you want to use. For
example, press the Shift key, the Control key, and the 8 key
simultaneously.

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

6. Close the QuicKeys Editor and press the hot key or other

trigger you assigned to this Action. The script you selected
should launches.

RUN SCRIPT OPTIONS

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

Select script—Displays the directory path for the script in this
field.

Browse—Navigates to the location of the script.

Parameters—The program-specific command lines you can
use to further control the behavior of the selected script. For
example, /n/e,C:\ opens Windows Explorer in the C:\
directory in an Explorer view.

DELETING RUN SCRIPT ACTIONS

To delete a QuicKeys Run Script Action:

1.

Select the My Actions tab in the QuicKeys Editor.

2. Right-click the Action you want to delete.
3.
4. Choose Yes at the Confirm Delete prompt. The Action is cleared

Select Delete from the context menu that appears.

from the Actions list.
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SELECT MENU Using the Setup Wizard
To use the Setup Wizard, select the Setup Wizards tab in the

QuicKeys Editor and click the Select Menu button. Read the
pages of each wizard dialog and follow the instructions. At
the beginning of the Setup Wizard, you are presented with
options to Create an Action, Edit an Action, or Delete an Action. The
setup for each of these options is explained within the Setup

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

Action to assign a single hot key that selects the Exit command .
. Wizard.
in all of your programs.
[0 The Select Menu Action is most often used within . .
. .
QuicKeys Sequences, but it can also be used to
Create Single_taSk ACtiOnS. Se‘lecr Menu Enter the hame of the menu item below ar click
"Browse'" to select a menu item.
SETTING UP SELECT MENU ACTIONS Clcipiedy

There are two ways to create or edit QuicKeys Select Menu Meru o |

Actions: use the Setup Wizards tab or use the My Actions tab.

Browse... |

Options: & Starts with
" Exact match

QuicKeys
" Containz

for WiraIng

< Back I IEzts | Cancel | Help |

FIGURE 117: This dialog appears when you click the Select Menu button
in the Setup Wizards tab and choose to create or edit a Select Menu
Action.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.

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

1. Select Create>System Tools>Select Menu.
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2. Specify the menu item you want QuicKeys to locate when

this Action is triggered.

3. 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.

i Action Properties | x|

General | Taoolbars I Action Scopel Timed Triggersl

Hame: ISe\ect Menu [Grayzcale)

6. Close the QuicKeys Editor and press the hot key or other
trigger you assigned to this Action. The menu item is
selected.

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.

Hot key: ISh\ft +F3

Clear hot key

™ Include in Quickeys menu

—Action-specific propertie:

— Menu item to select

Browse—This option is available in both the Setup Wizard
and the Action Properties dialog. As soon as you click the
Browse button, the QuicKeys Editor disappears and a

recording palette appears. Select the menu item you want
to use for this Action. The QuicKeys Editor reappears with

Erowse..

& Menu item: IGrayscaIe

% Statswith © Exactmatch ¢ Contains
 Menu |D: ID

— Choose menu item from

% Active program menu

= Active program system menu
 Active document system menu
" Start menu

' Contest menu

o]

Cancel |

FIGURE 118: 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.

4.

If you want to choose a hot key to trigger this Action, click
on 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 appears in the My Actions tab.

the name of the menu item you selected displayed in the
Menu ltem field. To cancel the Browse option, press the X
button on the recording palette.

Search Help

1hda (B2
(B0l [Strif
[Eapy (Bt
Easte [t
[VElate [
Select All
Time/Date F&

FIGURE 119: In this illustration, the Select Menu Action is being used to
select the Word Wrap option in the Notepad program.

U The 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 item to select] Menu item—This option is available in
the Action Properties dialog. Type the name of the menu item
you want to select in this box.

[Menu item to select] Menu ID—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 click the Browsg 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 the
Menu text field. It is also useful if the menu item toggles
between two options, such as Redo and Undo.

[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.
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[Choose menu item from] Active program system menu—
This option is available in the Action Properties dialog. Use
this Action to select an item from the menu that displays
when you click the program icon in an open program. The
program icon is the icon in the upper left corner of a window.

X Microsoft Excel - Book1

Bestore
e
=
Minimnize
MERmES

Cloze  Al+F4

FIGURE 120: This is an example of the program system menu for
Microsoft Excel.

[Choose menu item from] Active document system menu—
This option is available in the Action Properties dialog. Use
this Action to select an item from the menu that displays
when you click the program icon in an open document. The
program icon is the icon in the upper left corner of your
document window.

X Microsoft Excel - Book1
|[#] Ele Edit wew Insert
B Restore e
[oye
Size
= Minimize

[V]E%immize

X Close  Chrlh

FIGURE 121: This is an example of the document system menu for
Microsoft Excel.
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[Choose menu item from] Start menu—This option is SET SYSTEM CLOCK

available in the Action Properties dialog. Use this option to . )

select an item from the Windows Start men. Using the Set System Clock Action, you can change your

system clock to a time you specify or to a time designated on a
specified time server.

Fese ' SETTING UP SET SYSTEM CLOCK ACTIONS
Baiarics ¢ There are two ways to create or edit Set System Clock Actions:
oop— 5 use the Setup Wizards tab or use the My Actions tab.
& sews: ¢ Using the Setup Wizard
A Find v To use the Setup Wizard, select the Setup Wizards tab in the
QuicKeys Editor and click the Set System Clock button. Read the
5 & sy pages of each wizard dialog and follow the instructions. At
% Run.. the beginning of the Setup Wizard, you are presented with
options to Create an Action, Edit an Action, or Delete an Action. The
= &, Log 0 avickab.. setup for each of these options is explained within the Setup
E @ Shut Down... Wizard.
“ QuicKeys Setup Wizard E3

FIGURE 122: The Windows Start menu
Chooze how to set the spstem clock.
[Choose Menu] Context menu—This 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.

Click "Met"

" Set to a specified date and/or time

DELETING SELECT MENU ACTIONS

To delete a Select Menu Action:
1. Select the My Actions tab in the QuicKeys Editor.

[V Matify when completed

2. Right-click the Action you want to delete.
3. Select Delete from the context menu that appears. <Back [ Mews | cancel | Help |
4

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

FIGURE 123: This dialog appears when you click the Set System Clock

button in the Setup Wizards tab and choose to create or edit a Set System
Clock Action.



Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.

To use the Action Properties dialog to create or edit a Set
System Clock Action, follow these steps:

1. Select Create>System Tools>Set System Clock.

2. Specify how you want to set your system clock. You can
choose to set it by a selected remote time server or you can
enter a specific date and time.

m

3. 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.

i Action Properties - Set System Clock x|

General | Toolbarsl Action Scopel Timed Triggersl

Mame: IU.S. Maval Obzervatary

Hat key: IShift +Chl +0 Clear hot key |

™ Include in Quickeys menu

—Action-specific propertie:

Set spstem clock:

&' From remote time server:

Edit time servers... |
" To specified date and/or time: [# Date: I 8430400 vl

7 Time: | 9:29:40 &M :‘

[V Matify when completed

()8 | Cancel |

FIGURE 124: The Set System Clock Action Properties dialog appears
when you choose the Set System Clock Action from the Create menu, or
when you double-click an existing Set System Clock Action in the My
Actions tab.
4. If you want to choose a hot key to trigger this Action, click
on the Hot key box and press the key(s) you want to use. For
example, press the Shift key, the Ctrl key, and 0

simultaneously.
5. Click OK. Your new Action appears in the My Actions tab.
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6. Close the QuicKeys Editor and press the hot key or other
trigger you assigned to this Action. The system clock is

changed using the date and time you specified.
SET SYSTEM CLOCK OPTIONS SR | | | |
. o . . pe . Mame Address Time netwark
Below is a description of the Action-specific properties NIST p———— = P
available with the Set System Clock Action. Purdue University harbor.ecn. purdue.edu SMTP uopP
Coypu 20415271103 SNTP UDP
L5, Maval Observatory tick. uzno. navwy. mil t!me TCP
Remote time server—Sets the system clock according to the MEUESEIver fime itz
time indicated on a selected remote time server. Default time
servers include NIST, Purdue University, Coypu, and the U.S.
Naval Observatory. You can also click the Edit time servers button ~ Server piopettis
to link to other remote time servers. Narne: |new server Time protocol: & Time [port 37)
© SNTP [part 123)
To add a time server to your list of remote time servers, click Address: | Metwork pratacel: & TCP
the Add button and provide the remote time server’s name, € upp

address, time protocol, and network protocol.

Bemove | pdate | Test | Done |

O If you are using a firewall, check that ports 37 or 123
are open. See your network administrator for more
information.

FIGURE 125: The Remote Time Servers dialog

Specified date and/or time—Chooses the date and/or time to
which you want to set your system clock.

Notify when completed—Alerts you when the system clock
has been successfully changed.

DELETING A SET SYSTEM CLOCK ACTION

To delete a QuicKeys Set System Clock Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

. Choose Yes at the Confirm Delete prompt. The Action is cleared
from the Actions list.
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The System Specials Action offers a way to make a variety of
common computer tasks faster and easier to complete. You HuicKeys S elunkilia Ed
can use the System Specials Action to shutdown your
computer, restart your computer, restart Windows, log off LV CELEEIEY  Select anAction fom the list below.

your computer, lock your computer, set your computer to Dlick "Next"

standby, or empty the Recycle Bin.

I Shutdown computer

SETTING UP SYSTEM SPECIALS ACTIONS

There are two ways to create or edit QuicKeys System Specials
Actions: use the Setup Wizards tab or use the My Actions tab.

Fiestart computer
Festart Windows [Windows 98 only]
Log off computer

Lock computer Mindows 2000 only)
Set computer to standby

Empty Recycle Bin

Using the Setup Wizard

To use the Setup Wizard, select the Setup Wizards tab in the
QuicKeys Editor and click the System Special button. Read the
pages of each wizard dialog and follow the instructions. At o

Cancel Help
the beginning of the Setup Wizard, you are presented with | |
options to Create an Action, Edit an Action, or Delete an Action. The
setup for each of these options is explained within the Setup FIGURE 126: This dialog appears when you click the System Specials
Wizard. button in the Setup Wizards tab and choose to create or edit a System

Specials Action.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.

To use the Action Properties dialog to create or edit a System
Specials Action, follow these steps:
1. Select Create>System Tools>System Specials.

2. Specify which basic computer task you want to automate.
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3. 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.

+ Action Properties - System Specials | x]

General | Taobars | Action Scape | Timed Triggers |

Hame: [Shutdown computer

Hotkey: | Cleat hot key

Action-specific properti
' Shutdovn computer
" Restart computer
£ Restart windows [windows 38 only)
€ Log off computer
£ Lock computer [w/indows 2000 anly)
" Set computer ta standhy

" Empty Recycle Bin I=| Erompt for carfimation

Cancel

FIGURE 127: The System Specials Action Properties dialog appears when
you choose the System Specials Action from the Create menu, or when

you double-click an existing System Specials Action in the My Actions tab.

4. Select a trigger for this Action.
5. Click OK.

6. Close the QuicKeys Editor and press the hot key or other
trigger you assigned to this Action.

SYSTEM SPECIALS OPTIONS

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

Shutdown computer—Shuts down your computer.

Restart computer—Restarts your computer.

Restart Windows—Restarts the Windows operating system.
This option only works for Windows 98.

Log off computer—Logs you off your computer.

Lock computer—Locks your computer. This option only
works for Windows 2000. When you unlock your computer,
you must enter your Windows password at the prompt.

Set computer to standby—Puts your computer in sleep
mode.

Empty Recycle Bin—Deletes the contents of the Windows
Recycle Bin. Click the check box Prompt for confirmation if you
want to see a prompt before the contents of the Recycle Bin are
actually deleted.

DELETING A SYSTEM SPECIALS ACTION

To delete a System Specials Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

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



TYPE KEYSTROKE

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 Type Keystroke 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 Type Keystroke 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 to Create an Action, Edit an Action, or Delete an Action. The
setup for each of these options is explained within the Setup
Wizard.
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QuicKeys Setup Wizard
Type Keystroke Prezz the key or key combination to be performed.

Click "Next"
Keuls): |
Modifiers
[ Shitt
[ Contral
(-3
[~ win
QuicKeys T
for Windows® 4

< Back | | Cancel | Help |

FIGURE 128: This dialog appears when you click the Type Keystroke
button in the Setup Wizards tab and choose to create or edit a Type
Keystroke Action.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.
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To use the Actions Properties dialog to create or edit a Type 6. Close the QuicKeys Editor and press the hot key you
Keystroke Action, follow these steps: assigned to this Action. The hot key you select should
1. Select Create>System Tools>Type Keystroke. produce the same results as the key it replaced.
TYPE KEYSTROKE OPTIONS
! Action Properties Below is a description of the Action-specific properties

Generel | Toolars | Acton Seape | Tined Trgges| available with the Type Keystroke Action.

Neme:  [At+F Key(s) to type—The key you want to replace. The Type
ot ke = Keystroke Action enables you to substitute a QuicKeys hot
otk | e key for this key.

™ Include in Quickeys menu

Modifiers—The keys that are pressed at the same time as the

Action-specific propeties key(s) listed in the Key(s) to type box. The modifier key options
Keplslto ype:  [BeP Clear include the Shift, Alt, Control, and Windows keys.
Modifiers
| Shit DELETING A TYPE KEYSTROKE ACTION
[ Contral
| Al To delete a Type Keystroke Action:
[ in

1. Select the My Actions tab in the QuicKeys Editor.
0K Cancel |

. Right-click the Action you want to delete.

FIGURE 129: The Type Keystroke Action Properties dialog appears when . L.
you select the Type Keystroke Action from the Create menu, or when you - Choose Yes at. the C.Omlrm Delete prompt. The Action is cleared
double-click an existing Type Keystroke Action in the My Actions tab. from the Actions list.

2
3. Select Delete from the context menu that appears.
4

2. Type the keystroke you want to replace in the Action- WINDOW HANDLER
specific properties pane of the dialog. The Windows Handler Action is useful for controlling

3. In the Name box of the Action Properties dialog, a name is Windows without having to use your mouse.

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

SETTING UP WINDOW HANDLER ACTIONS
There are two ways to create and edit Window Handler
Actions: use the Setup Wizard or use the Action Properties
dialog.

4. Click on the Hot key box and press the key(s) you want to
use to trigger this Action.

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



Using the Setup Wizard

To use the Setup Wizard, select the Setup Wizards tab in the
QuicKeys Editor and click the Window Handler 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 to Create an Action, Edit an Action, or Delete an Action. The
setup for each of these options is explained within the Setup
Wizard.

QuicKeys Setup Wizard x|

Select a window from the list below.

Window Handler

Click "Met"

Al windows

7 Ative window

Define... |

< Back I

[dEwt | Cancel | Help |

<1
L]
L]
L]
i Action Properties - Window Handler x|

General | Toolbarsl Action Scopel Timed Triggersl

Mame: IEIose active window

Hot key: I

Clear hot key |

™ Include in Quickeys menu

—Action-specific propertie:

— Type of windo
Al windows

" Specified window WEfine.. |

& Active window

—Action to perform

Close active window

10101
wirdow
Marimize active window
Restore last minimized window
Toggle active window size

Center active window
Set active window size K I

Cancel |

FIGURE 131: The Window Handler Action Properties dialog appears
when you select the Window Handler Action from the Create menu, or
when you double-click an existing Window Handler Action in the My

FIGURE 130: This dialog appears when you click the Window Handler
button in the Setup Wizards tab and choose to create or edit a Window
Handler Action.

Actions tab.

2. Select the type of window you want to manipulate and
then choose the Action you want to perform with the
window.

Using the Action Properties Dialog
The following instructions assume you have the Always use Setup

Wizards for editing check box cleared in the Options dialog. See
page 30 for more information. 3. In the Name box 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.
To use the Actions Properties dialog to create or edit a

Window Handler Action, follow these steps:

1. Select Create>System Tools>Window Handler.

4. Click on the Hot key box and press the key(s) you want to
use to trigger this Action.
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5. Click OK. Your new Action appears in the My Actions tab.

6. Close the QuicKeys Editor and press the hot key you
assigned to this Action.

NDOW HANDLER OPTIONS

The Window Handler options vary depending upon whether
you select All windows, Active window, or Specified window. Below is a
description of the Action-specific properties available with the
Window Handler Action.

All Windows

Cascade windows—Staggers your windows across your
screen.
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URE 132: Cascading windows

Tile windows horizontally—Arranges the windows

horizontally on your screen.
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Tile Windows Vertically—Arranges windows vertically on

your screen.
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FIGURE 134: Vertically tiled windows

Close all Windows—Closes all your open windows.

Minimize all Windows—Minimizes all your open windows.

19

Active Window
Close active window—Closes the frontmost window.

Minimize active window—Minimizes the size of the
frontmost window.

Maximize active window—Maximizes the size of the
frontmost window.

Restore last minimized window—Returns the last window
you minimized back to its original size.

Toggle active window size—Alternately minimizes and
maximizes the frontmost window.

Center active window—DPositions the active window so it is
in the middle of your screen.

Set active window size—Adjusts the size of the frontmost
window to the coordinates you specified in QuicKeys.

Specified Window

Close specified window—Closes the specified window.

Minimize specified window—Minimizes the specified
window.

Maximize specified window—Maximizes the specified
window.

Restore specified window—Returns the specified window
you minimized back to its original size.

Toggle specified window size—Alternately minimizes and
maximizes the specified window.
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Center specified window—Positions the specified window so
it is in the middle of your screen.

Set specified window size—Adjusts the size of the specified
window to the coordinates you specified in QuicKeys.

DELETING WINDOW HANDLER ACTIONS
To delete a QuicKeys Window Handler Action:

1.

Select the My Actions tab in the QuicKeys Editor.

2. Right-click the Action you want to delete.
3.
4. Choose Yes at the Confirm Delete prompt. The Action is cleared

Select Delete from the context menu that appears.

from the Actions list.
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Screen Tools include Screen Capture, Screen Saver, and Screen
Settings Actions. These Actions enable you to capture images
from your screen, trigger your screen saver, and adjust the
resolution of your screen with simple QuicKeys triggers.

SCREEN CAPTURE

With QuicKeys you now have the flexibility of taking screen
shots of your entire screen or an active window with a hot key.
You can then save the captured image to a file, the Windows
clipboard, the QuicKeys Clipbook, or you can print it.

SETTING UP THE SCREEN CAPTURE ACTION

There are two ways to create and edit QuicKeys Screen
Capture 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 Screen Capture 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 to 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.

QuicKeys Setup Wizard x|

Select the area to capture.

Screen Capture

Click "Met"

< Back I Mest » I

Cancel | Help |

FIGURE 135: This dialog appears when you click the Screen Capture
button in the Setup Wizards tab and choose to create or edit a Screen
Capture Action.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.
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To use the Action Properties dialog to create or edit a Screen

Capture Action, follow these steps:
1. Select Create>Screen Tools>Screen Capture.

2. Choose what part of the screen you want to capture and
then choose how you want to save the image.

i Action Properties - Screen Capture x|

General | Toolbarsl Action Scopel Timed Triggersl

Mame: IEapture entire screen to Quickeys Clipbook

Hot key: I Clear hot key |

V' Include in Quickeys menu

—Action-specific propertie:

—Area to capture

&' Entire screen © Active window

— Destination

" Paste into ‘Windows clipboard
" Print to the default printer

" Save as afile Erawse... |

I | sk for file rmame

()8 I Cancel |

FIGURE 136: This dialog appears when you click the Screen Capture
button in the Setup Wizards tab and choose to create or edit a Screen
Capture Action.

3. 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.

4. If you want to trigger this Action from the QuicKeys menu,
click the Include in QuicKeys menu check box.

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

6. Close the QuicKeys Editor and select the Screen Capture
Action from the QuicKeys menu.

SCREEN CAPTURE OPTIONS

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

Capture entire screen—Takes a screen shot of the entire
screen.

Capture active window—Takes a screen shot of the frontmost
window.

Paste into Windows clipboard—Stores the screen shot on the
Windows clipboard.

Paste into QuicKeys Clipbook—Stores the screen shot in the
QuicKeys Clipbook.

Print to the default printer—Prints the screen shot to the
printer specified in Windows as the default printer.

Save as a file—Stores the screen shot in a file you specify.

DELETING SCREEN CAPTURE ACTIONS

To delete a Screen Capture Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.

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

The Screen Saver Action enables you to control your screen
saver with QuicKeys triggers. You can use QuicKeys to select QuickeysSetERi=at B
a screen saver or to turn your screen saver on and off.
Screen Saver Select an Action from the list below.
Click "Mext"

SETTING UP THE SCREEN SAVER ACTION
There are two ways to create and edit QuicKeys Screen Saver
Actions: use the Setup Wizard or use the Action Properties
dialog.

7 Stop screen saver

" Enable screen saver

Using the Setup Wizard

To use the Setup Wizard, select the Setup Wizards tab in the
QuicKeys Editor and click the Screen Saver 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

" Disable screen saver

" Toggle enabled/dizabled status

" Select screen saver

options to Create an Action, Edit an Action, Delete an Action, or Create/edit cgock | Hets | Concel | Help |
multiple Actions. The setup for each of these options is explained - =
within the Setup Wizard.

FIGURE 137: This dialog appears when you click the Screen Saver button
in the Setup Wizards tab and choose to create or edit a Screen Saver
Action.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.
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To use the Action Properties dialog to create or edit a Screen 6. Close the QuicKeys Editor and select the Screen Saver
Saver Action, follow these steps: Action from the QuicKeys menu.

1. Select Create>Screen Tools>Screen Saver. SCREEN SAVER OPTIONS

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

2. Choose a Screen Saver option. If you choose Select screen
saver, you must specify which screen saver you want to use.

Start screen saver—Starts your screen saver.

i Action Properties - Screen Saver x|
General | Tookbars | Action Scaps | Timed Triggers | Stop screen saver—Closes the screen saver so your desktop is
again visible.
Mame: ISc:roIIing Marquee
Hotkey: | e et | Enable screen saver—Enables the screen saver so it starts at

the specified interval.

™ Include in Quickeys menu

Disable screen saver—Disables the screen saver so it does not

~ Action-speciic properie automatically start.

" Start SCIEEn Saver

" Stop scresn saver Toggle enabled/disabled status—Alternately enables and

" Enable screen saver disables the screen saver.

" Disable screen saver

" Toggle enabled/disabled status Select screen saver—Allows you to choose from your

& Select screen saver  [ETTETEY installed screen savers.

T DELETING SCREEN SAVER ACTIONS
To delete a Screen Saver Action:

FIGURE 138: This dialog appears when you click the Screen Saver button . . . .
in the Setup Wizards tab and choose to create or edit a Screen Saver 1. Select the My Actions tab in the QuicKeys Editor.
Action.

2. Right-click the Action you want to delete.

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

3. Select Delete from the context menu that appears.

4. If you want to trigger this Action from the QuicKeys menu,
click the Include in QuicKeys menu check box.

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

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 ol T B Rl e
create a Screen Settings Action that automatically switches Click "Ment”

between the laptop screen settings and the desktop screen

settings. The settings available in the Screen Settings Action Sereen Settings:

depend upon the capabilities of your monitor and video card.

SETTING UP THE SCREEN SETTINGS ACTION
There are two ways to create and edit QuicKeys Screen z ;
Settings Actions: use the Setup Wizard or use the Action frtinchus
Properties dialog.

Using the Setup Wizard | B | Wi | |
To use the Setup Wizard, select the Setup Wizards tab in the

QuicKeys Editor and click the Screen Settings button. Read each FIGURE 139: This dialog appears when you click the Screen Settings
of the dialogs in the Setup Wizard and follow the instructions. ggtttti%n ;nAtC};‘foiemp Wizards tab and choose to create or edit a Screen
At the beginning of the Setup Wizard, you are presented with 8 '

options to 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.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.

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

1. Select Create>Screen Tools>Screen Settings.

2. Choose a screen setting from the Action-specific properties
pane of the dialog.

3. 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.
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4. If you want to trigger this Action from the QuicKeys menu, Test—Changes the display so you can see what your screen
click the Include in QuicKeys menu check box. setting selection looks like.
DELETING SCREEN SETTING ACTIONS

To delete a QuicKeys Screen Settings Action:
1. Select the My Actions tab in the QuicKeys Editor.

General | Taoolbars I Action Scopel Timed Triggersl

Blames 881024 750 igh Coka 151 . Right-click the Action you want to delete.

2
Hat key: I Clear hot key
_ Serhatke | 3. Select Delete from the context menu that appears.
4

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

"Acliun-specific propertie:

Screen settings: 1024 » 768 High Colar (16-bit) j Test |
0K I Cancel |

FIGURE 140: 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.
5. Click OK. Your new Action immediately appears in the My
Actions tab.

6. 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.

SCREEN SETTINGS OPTIONS
This section offers descriptions 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.

U The settings that display in the Screen Settings list
depend upon the capabilities of your video card and
monitor.
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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.

[0  You 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:

e PlayaCD or DVD e Pause a CD or DVD
e Stop aCD or DVD e Skip to the Next Track

e Go back to the
Previous Track

¢ FEject the CD or DVD

SETTING UP A CD/DVD ACTION
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, select the Setup Wizards tab in the
QuicKeys Editor and click the CD/DVD 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 to 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.

QuicKeys Setup Wizard
CD/DVD Select the type of Action from the list below.

Click, "Mext"

Action: |Play j

for Winoows

< Back I Hext » I

Cancel | Help |

FIGURE 141: This dialog appears when you click the CD/DVD button in
the Setup Wizards tab and choose to create or edit a CD/DVD Action.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.
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To use the Action Properties dialog to create or edit a CD/
DVD Action, follow these steps:

1. Select Create>Multimedia Tools>CD/DVD.

2. Choose an option from the Action-specific properties pane
of the dialog. For example, select Pause.

1 Action Properties [ %]

General | Toolbars I Action Scopel Timed Triggersl

Mame: IF’ause

Hot key: |cm +F2

Clear hot key |

WV Include in Quickeys menu

Audio CO Action:

"Aclion-specific propertie:

o |

Cancel |

FIGURE 142: 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.
3. 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.

4. 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 Control key and the F2 key
simultaneously.

U This Action is also a good candidate for an Action
Menu toolbar button. See page 44 for more
information on Action Menu toolbar buttons.

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

6. Close the QuicKeys Editor and press the hot key or other
trigger you assigned to this Action.

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.

DELETING CD/DVD ACTIONS

To delete a QuicKeys CD/DVD Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

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

The Play Sound Action is only available from the Create 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 Sound S'_EIECI @ souml i o ey

trigger. Click “Nest

SETTING UP A PLAY SOUND ACTION Sound fie:
There are two ways to create and edit QuicKeys Play Sound INDOW/SAMEDIANT he Microscft Sound.wav
Actions: use the Setup Wizard or use the Action Properties
dialog.

Test Browsze

Using the Setup Wizard e
You cannot select the Play Sound Action from the Setup Wizards
tab. You can, however, use the Setup Wizard for this Action o]
from the Create menu. - Hot

Cancel | Help |

FIGURE 143: This dialog appears when you have “Always use Setup

To use the Setup Wizard with the Play Sound Action: Wizards for editing” checked in the Options dialog and you select Play Sound

1. Select View>0Options. from the Create menu.

2. Verify the Always use Setup Wizards for editing check box is 3. Back in the QuicKeys Editor, select Multimedia from the Create
selected in the Options dialog and click OK. menu.

4. Select Play Sound in the Multimedia submenu.

5. The Setup Wizard appears to lead you through the process
of setting up the Play Sound Action.

Using the Advance Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.
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To use the Action Properties dialog to create or edit a Play
Sound Action, follow these steps:

1. Select Create>Multimedia Tools>Play Sound.

i Action Properties B

General I Toolbarsl Action Scopel Timed Triggersl

Mame: ITha Microsoft Sound.way

Haot key: I Clear hot key

¥ lnclude in Quckeps men

Action-zpecific propert

Sound fle;  |C:SWIND OWSSMEDIANThe Microsoft Sound waw

Test | Browse... |

oK I Cancel |

FIGURE 144: The Play Sound Action Properties dialog appears when you
select the Play Sound Action from the Create menu, or when you double-
click an existing Play Sound Action in the My Actions tab.
2. Choose a sound file using the Browse button in the Action-
specific properties pane of the dialog.

3. Click the Test button if you want to try out the select sound
file.

4. 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. If you want to trigger the Play Sound Action from the
QuicKeys menu, click the Include in QuicKeys menu check box.

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

7. Close the QuicKeys Editor and select the new Play Sound
Action using the trigger you specified.

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 have
a .Wwav extension in the file name.

Test—Click the Test button to verify you selected the correct
sound and that the sound plays properly.

Browse—Click the Browse button to navigate to the sound file
you would like to use.

DELETING PLAY SOUND ACTIONS

To delete a QuicKeys Play Sound Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

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

SET AUDIO VOLUME

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:
e Master Out e Wave
¢ Synth e CD

See page 132 for an explanation of these terms.
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SETTING UP A SET AUDIO VOLUME ACTION To use the Action Properties dialog to create or edit a Set
There are two ways to create and edit QuicKeys Set Audio Audio Volume Action, follow these steps:
Volume Actions: use the Setup Wizard or use the Action 1. Select Create>Multimedia Tools>Set Audio Volume.

P ties dialog.
roperties dialog 2. Choose an option from the Action-specific properties pane

Using the Setup Wizard of the dialog. For example, choose Master Out.

To use the Setup Wizard, select the Setup Wizards tab in the
QuicKeys Editor and click the Set Audio Volume button. Read
each of the dialogs in the Setup Wizard and follow the

instructions. At the beginning of the Setup Wizard, you are Beneral | Toolass | 4cton Seoe | Tme Tigges|
presented with options to 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. Hatkey: [Shit+Dul+ 2 sty |

™ Include in QuicKeys menu

HNarne: ISat M ain Wolume ta Maxinum

QuicKeys Setup Wizard

Action-specific properti

Set Audio Volume Select an audio device from the list below. Set the . _ =
_ wolume contral for the device. Audio Device:  |Master Dut =l
Click "Mext" SetWolume: % Maximum

" Louder

Audio device: € Softer

¢ Toggle on & off

Setvolume: & pawimum

" Louder Ok I Cancel |

" Softer

P " Toggle on & off

b s FIGURE 146: The Set Audio Volume Action Properties dialog appears
when you select the Set Audio Volume Action from the Create menu, or
when you double-click an existing Set Audio Volume Action in the My

< Back I Mest » I Cancel | Help | Actions tab.
3. In the General tab of the Action Properties dialog, a name is
FIGURE 145: This dialog appears when you click the Set Audio Volume automatically assigned to the Action. You can use the
button in the Setup Wizards tab and choose to create or edit a Set Audio assigned Action name or type a different one.

Volume Action. . . . .
4. If you want to choose a hot key to trigger this Action, click

Using the Action Properties Dialog in the Hot key box and press the key(s) you want to use. For
The following instructions assume you have the Always use Setup e.xample, press the Shift key, the Control key, and the 2 key
Wizards for editing check box cleared in the Options dialog. See simultaneously.

page 30 for more information.
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5. Click OK. Your new Action appears in the My Actions tab.

6. Close the QuicKeys Editor and press the hot key or other
trigger you assigned to this Action.

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.

Softer—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:
1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.

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



CHAPTER 11
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 computer is on 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

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.

Using the Setup Wizard

To use the Setup Wizard, select the Setup Wizards tab in the
QuicKeys Editor and click the Choose Printer 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 to 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.

QuicKeys Setup Wizard
Choose Printer Select a printer fram the list below.

Click, "Mext"

R0

¥ Display message when printer has changed

for Winoows

< Back I Hext » I Cancel | Help |

FIGURE 147: 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 the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.
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To use the Action Properties dialog to create or edit a Choose
Printer Action, follow these steps:

1. Select Create>Network Tools>Choose Printer.

2. Choose a printer from the Action-specific properties pane
of the dialog.

3. 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.

4. 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.

% Action Properties | x|

General | Taoolbars I Action Scopel Timed Triggersl

Mame: ITechW'liter

Hot key: ISh\ft + &l +Chl + 0 Clgar hot key |

¥ Include in Quickeys menu

Action-specific propertie:

Select printer. T echiwTiter

[+ Display message when printer has changed

oK I Cancel

FIGURE 148: The Action Properties dialog

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

6. Close the QuicKeys Editor and press the hot 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 changed—Displays a
message when your default printer has been changed.

DELETING CHOOSE PRINTER ACTIONS

To delete a QuicKeys Choose Printer Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

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



DIAL-UP NETWORKING

The Dial-Up Networking Action enables you to connect or
disconnect from a Dial-Up Networking service with a simple
QuicKeys trigger. 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:

¢ Connect to Dial-Up e Disconnect from Dial-
Networking service 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.

O  You must have Dial-Up Networking installed and
configured on your computer for this Action to
function properly.
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Using the Setup Wizard

To use the Setup Wizard, select the Setup Wizards tab in the
QuicKeys Editor and click the Dial-Up Networking 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 to 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.

QuicKeys Setup Wizard
Dial-LUp Networking Choose an Action from the list beloy.

Click "Mext"

i+ Connect to Dial-Lp Metwaorking service

" Disconnect from DialUp Netwarking service

€~ Toggle connection state

m "cme! s’

for Windbus:

< Back I et > I Cancel | Help |

FIGURE 149: This dialog appears when you click the Dial-Up
Networking button in the Setup Wizards tab and choose to create or edit a
Dial-Up Networking Action.

Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.
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To use the Action Properties dialog to create or edit a Dial-
Up Networking Action, follow these steps:

1. Select Create>Network Tools>Dial-Up Networking.

i Action Properties | x|

General | TDUIbalsI Action SEUDBI Timed Triggersl

Marme: IDiaI-Up Metworking

Hat key: I Clear hot key

W Include in Quickeys menu

— Action-specific properti

& Connect to a Dial-Lp Networking service

" Disconnect a DialUp Metworking service

" Toggle connection status

Awailable Dial-Up Netwarking entries:
Earthlink

I Maotify upon success Add new connection...

™ Matify upon failre

oK I Cancel |

FIGURE 150: The Dial-Up Networking Action Properties dialog appears
when you select the Dial-Up Networking Action from the Create menu, or
when you double-click an existing Dial-Up Networking Action in the My
Actions tab.
2. Choose an option from the Action-specific properties pane
of the dialog. For example, select Connect to a Dial-Up Networking
service.

3. 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.

4. If you want to trigger this Action from the QuicKeys menu,
select the Include in QuicKeys menu check box.

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

6. 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 connection
is not successful.



DELETING DIAL-UP NETWORKING ACTIONS
To delete a QuicKeys Dial-Up Networking Action:

1.

Select the My Actions tab in the QuicKeys Editor.

2. Right-click the Action you want to delete.
3.
4. Choose Yes at the Confirm Delete prompt. The Action is

Select Delete from the context menu that appears.

immediately cleared from the Actions list.

NETWORK DRIVES

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:

e Connecttoa ¢ Toggle connection
network volume

¢ 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.
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Using the Setup Wizard

To use the Setup Wizard, select the Setup Wizards tab in the
QuicKeys Editor and click the Network Drives 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 to Create an Action, Edit an Action, or Delete an Action. The
setup for each of these options is explained within the Setup
Wizard.

QuicKeys Setup Wizard
Network Drives Select a Network Drive Action from the list below.

Click "Mext"

€~ Disconnect fram a netwark volume

" Toggle connection

m "cme! s’

for Windbus:

< Back I et > I Cancel | Help |

FIGURE 151: This dialog appears when you click the Network Drives
button in the Setup Wizards tab and choose to create or edit a Network
Drives Action.
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Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.

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

1. Select Create>Network Tools>Network Drives.

2. Choose a network drive from the Action-specific properties
pane of the dialog.

3. 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.

i Action Propeities [ %}

General I Too\barsl Action Scopel Timed Tnggers'

Marne: IMap drive F: to \WCE_DEVABUILD

Hot key: I Clear hat key |

I linclude in QuicKeps men

— Action-specific properti
* Connect to a network volume
¢~ Disconnect fram a netwark volume

" Toggle connection

Server path: I\\CE_DEV’\BUILD Browse |
Lacal drive: IF: j

[ Reconnect at lagon

M ame: IIeob

Password: I xxxxxx

¥ Bemember name and password

™ Display notification if Action succeeds ¥ Display notification if Action faiks
Ok I Cancel |

FIGURE 152: 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.

4. If you want to trigger this Action from the QuicKeys menu,
select the Include in QuicKeys menu check box.

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

6. Close the QuicKeys Editor and trigger the Network Drives
Action from the QuicKeys menu or with whatever other
type of trigger you assigned to this Action. The network
drive you specified is immediately selected.
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NETWORK DRIVES OPTIONS Display notification if Action succeeds—Displays a
Below is a description of the Action-specific properties message alerting you that your map/unmap action was
available with the Network Drives Action: successful.

Connect to a network volume—Connects you to a network Display notification if Action fails—Displays a message
volume. alerting you that your map/unmap action was not
successful.

Disconnect from a network volume—Terminates your
connection to a network drive. More About Network Drive Actions

Since QuicKeys Actions are stored under your login
Toggle connection—Alternately connects and disconnects preferences, your user name and password information for
you from a network volume or drive. network drives are secure as long as other users do not know

your network login name and password.
Server path—The directory path of the network volume.
DELETING NETWORK DRIVE ACTIONS
To delete a QuicKeys Network Drives Action:

1. Select the My Actions tab in the QuicKeys Editor.

Browse—Click the Browse 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.

2. Right-click the Action you want to delete.
3. Select Delete from the context menu that appears.
4

. Choose Yes at the Confirm Delete prompt. The Action is
Reconnect at logon—Choose this option when you want to immediately cleared from the Actions list.
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.
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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.

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

e Send selected text ¢ Send recent files

e Send selected files e Archive attachments

E-mail programs that support mailto: handlers or that support
the Mail Application Program Interface (MAPI) can be used
with the QuicKeys Instant E-mail Action. Some of the more
common programs that support MAPI include Microsoft®
Outlook, Outlook Express, Exchange client/ Windows
Messaging, Eudora™ Pro, Eudora™ Lite, Lotus® CC Mail,

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, select the Setup Wizards tab in the
QuicKeys Editor and click the Instant E-mail button. Read the
pages of each wizard dialog and follow the instructions. At
the beginning of the Setup Wizard, you are presented with
options to 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.

QuicKeys Setup Wizard x|

Select an Action from the list below.

Instant E-mail

Click "Met"

& Create new message

" Create message with text
" Send selected text

" Send selected files

" Send recent files

Meszage options:
= | Zip attachied/fies

™ Bend to maito: handier Options |

< Back I Mest » I Cancel | Help |

Lotus Notes, and Novell® GroupWise. This list is ot inclusive,
so you should also ask your E-mail vendor whether or not
their software supports MAPI.

FIGURE 153: This dialog appears when you click the Instant E-mail

button in the Setup Wizards tab and choose to create or edit an Instant E-

mail Action.
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Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.

To use the Action Properties dialog to create or edit an
Instant E-mail Action, follow these steps:

1. Select Create>Internet Tools>Instant E-mail.

2. Select an option from the Action-specific properties pane of
the dialog. For example, choose Create message with text and
type the text you want to include in your messages.

i Action Properties - Instant E-mail x|

General | Toolbarsl Action Scopel Timed Triggersl

Mame: IEreate message with text

Hat key: IShift + Ak +F7 Clear hot key |

™ Include in Quickeys menu

—Action-specific propertie:

" Create new message
' Create message with test: [Iohn, j

Could you pleaze record the following expenses?

" Send selected text Thanks,

" Send selected files
" Send recent files
% | [ thie (5t 15 miutes: £ 1 [ thie (5t bialk o 1 [ bhie (st B

|

€ 1 [ thie (5t Bibours £ 1 [ thie (5t 24 s
Message options: I= | Eip attached files
™ Bend to maito: handier Options... |
()8 I Cancel |

FIGURE 154: 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.
3. If you would like to restrict the functionality of this Action
to your E-mail program, select the Action Scope tab and select
Program from the Scope drop-down list. Choose your E-mail
program from the Program drop-down list that appears.



4. 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. 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.

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

7. Close the QuicKeys Editor.

8. Press the hot key or other trigger you assigned to the
Instant E-mail Action. Your E-mail software should
respond immediately to the QuicKeys Action as long as it
handles mailto: or MAPL

MORE ABOUT INSTANT E-MAIL

QuicKeys uses your default E-mail program for Instant E-mail
Actions. Your default mail program must support mailto:
handling or the Mail Application Program Interface (MAPI) to
work with QuicKeys.

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 selected text—Attaches and sends selected text.
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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 include In the 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.

Zip attached files—Compresses attached files. Check this
option when you want to compress your E-mail attachments.
Your E-mail client must support the Mail Application
Program Interface (MAPI) to properly enclose the selected
file(s) because attachments are not self-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.”

Send to mailto handler—Displays a dialog where you can
choose whether to use a MAPI mail handler or a mailto: mail
handler.

DELETING INSTANT E-MAIL ACTIONS

To delete an Instant E-mail Action:

1. Select the My Actions tab in the QuicKeys Editor.
2. Right-click the Action you want to delete.

3. Select Delete from the context menu that appears.
4

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

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
includes the following options:
* Open URL * Open Text Selection
As URL

¢ Display Internet
Explorer Favorites
Browser

¢ Display Netscape
Bookmarks 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. For example, if you want to use Web Launcher to
go to a secure FTP site, you would type
ftp://<username>:<password>@ftp.companyname.com.

U If 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 three ways to create and edit QuicKeys Web
Launcher Actions: use the Setup Wizard, use the Action
Properties dialog, or cut and paste a URL into the QuicKeys
Editor.

Using the Setup Wizard

To use the Setup Wizard, select the Setup Wizards tab in the
QuicKeys Editor and click the Web Launcher button. Read the
pages of each wizard dialog and follow the instructions. At
the beginning of the Setup Wizard, you are presented with
options to Create an Action, Edit an Action, or Delete an Action. The
setup for each of these options is explained within the Setup
Wizard.

QuicKeys Setup Wizard
Web Launcher

Select an Action from the list below. 1f the "Open
URL" Action is zelected, a URL must alzo be
entered.

Click "Next"

Web Launcher Action:
=

URL:

[~ Show dialog befors opering LIFL

&'.BKE! /S’

for Winthivg

< Back I ezt |

Cancel | Help |

FIGURE 155: This dialog appears when you click the Web Launcher
button in the Setup Wizards tab and choose to create or edit a Web
Launcher Action.



Using the Action Properties Dialog

The following instructions assume you have the Always use Setup
Wizards for editing check box cleared in the Options dialog. See
page 30 for more information.

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

1. Select Create>Internet Tools>Web Launcher.

2. Select the option you want to use in the Action-specific
properties pane of the dialog. For example, select Open URL.

i Action Properties [ %}

General | Toolbalsl Action Scopel Timed Triggers'

Marne: IDpen URL [http: /A vavaws. cesoft.com/]

Haot key: IShift +Ctrl +; Clear hat key |

™ Include in Quickeys menu

Action-specific properti

stin: -
URL: Ihttp:.-’.-"www.c:esoft.com.v‘

™ Show dialog before opening URL

0k I Cancel |

FIGURE 156: 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.
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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, the Control key, and the - [dash]
key simultaneously.

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

6. Close the QuicKeys Editor.

7. Press the hot key or other trigger you assigned to this

Action. The Web site you specified should launch
immediately.

Cut and Paste URLs

1.

Copy a URL to the system clipboard using the Control+C key
combination.

2. Open the QuicKeys Editor.

3. Paste the URL into QuicKeys by pressing the Control+V key

4.

combination. A pre-filled Web Launcher Action Properties
dialog appears.

Select a trigger for the Action and click OK.

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 URLs look like this:
http:/ /www.cesoft.com/.

Show dialog before opening URL—Prompts you to
specify which URL you want to visit.
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Open text selection as URL—Opens selected text as a URL. DELETING WEB LAUNCHER ACTIONS

Display Netscape Bookmarks browser—Displays the list of To delete a Web Launcher Action:

Netscape bookmarks you have accumulated in a Bookmark 1. Select the My Actions tab in the QuicKeys Editor.
Browser dialog. See Figure 157. . Right-click the Action you want to delete.
Display Internet Explorer Favorites browser—Displays the
list of Internet Explorer favorites you have accumulated in a . Choose Yes at the Confirm Delete prompt. The Action is
Favorites Browser dialog. See Figure 157. immediately cleared from the Actions list.

2
3. Select Delete from the context menu that appears.
4

Internet Explorer Favorites Browser [ x|

oK I
- Cool Sites
Bl Channels Cancel

[#- Software Updates
B Links

- CESOFT'WA
B BANKIMNGA
- COMPETIT
B DEFALLTE
- HTMLHELP
- PARTNERC
B PERSONAL
B PROFESSI
- REFERENC
- SEARCHEM
B SOFTWARE

- WINDOWS] = 9
_ - (D

4

Select a favorite from the list below:

|»

FIGURE 157: Open an Internet Explorer Favorite or a Netscape Bookmark
from the Web Launcher browser that appears.

O If youuse AOL, use Open URL From Internet Explorer
Favorites to display your list of favorite Web sites.
Using this option does not display custom AOL
items like favorite chat rooms, etc.



CHAPTER 13
BUILDING SEQUENCES

QuicKeys Actions are great for simple, one-step tasks.
However, there are times when repetitive tasks require several
consecutive steps. For these situations, QuicKeys offers
Sequences. Sequences 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.

1. Start your E-mail —
program.

2. Type your user
name and password
at the prompt.

3. Click the OK
button to close the
login window.

Combinethese

|| steps using the

Sequence
Editor or
QuicKeys.

4. Check for new
mail.

Replace the 4-step
task with a QuicKeys
trigger such as a hot
key, a toolbar button,
an item in the
QuicKeys menu, or a
timed trigger.

FIGURE 158: This example illustrates how QuicKeys Sequences can
simplify routine, multi-step tasks.

An example of a simple multi-step task you can replace is

logging into your E-mail account and checking for new mail.
Figure 158 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.

OVERVIEW OF SEQUENCES

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.

O As 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, they do
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.
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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 159. Then, look at the instructions that
explain how this Sequence was created to get a feel for how
you can automate a task like this on your computer.

B Switch E-weod aberidies - DuicKiaps Edioe

Bl Edi Dwstn Yww

Fia & Fokdr Tooks | et Tocks | Wkibedia Tacis | Hateeak Tocks | Dty Taok | Scrmen Tock | Secparca Teck 1|

[B][cl=][e] @] |

Eurwidl | Fapast | Tadksars | Ackon Soape | Tiemd Trggees |

Mo [Dhage E-vesd e

Holheg [F Dl by

I Irchelein Quckes runu

S |

7 8 st ik Progri
B Sagumnce - Hew Rscoding Seautree.

Srvabod Edl

FIGURE 159: 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.

Here’s a play-by-play list of how this Sequence was built:

Create an Open Action

1. Create an Open Action and choose to open Outlook
Express with a hot key trigger.

Open the Account Properties dialog in Outlook Express

1. 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.

ISR R

Select the account you want to change and click the
Properties button.

6. Click the Stop button on the Recording toolbar. The
Sequence Editor appears.

7. 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
1. Select Start Recording from the QuicKeys menu.

2. When you see the Recording toolbar, type a different server
name in the Mail account box of the Properties dialog.

3. Press the Tab key to move down to the Name box. Type the
name you want to use as your “new” identity.

4. 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.

5. Press the Enter key to select the OK button.

6. Click the Close button in the Internet Accounts dialog.

7. Press the Stop recording button on the Recording toolbar. The
Sequence Editor appears.



8. Click the Save & exit button. By default, the second recording
you created is called New Recording Sequence.

Combine the three components of the Sequence

1. Now, it’s time to put the final Sequence together. Open the
QuicKeys Editor so the Actions tab appears.

2. Open the Change E-mail Identity Sequence by double-clicking it
in the Actions tab.

3. In the Sequence Editor, position the insertion line at the
first step of the Sequence.

4. Position the My Actions tab so it’s tiled vertically alongside
the Sequence Editor.

5. 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
insertion line is located (in the first step of the Sequence).
This makes the Open Action a Sub-Sequence within the
Change E-mail ldentity Sequence.

6. Move the insertion line to the last step of the Sequence.

7. Drag-and-drop the New Recording Sequence you recorded
last to the last step of the Sequence Editor.

8. Assign F3 as the hot key that triggers the Change E-mail dentity
Sequence.

9. Close out of Outlook Express and press F3. QuicKeys
should launch the program and change the Account
Properties.

Now create other Sequences like this one so you can switch
between multiple E-mail accounts with a simple keystroke.
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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 create and
maintain a web site. A typical toolkit may look something like
this:

The Typical Webmaster Toolkit

e Text editor e Java Editor
¢ Page editor e FTP client

e Browser(s) ¢ Graphics editor

e E-mail client

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.
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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 160. 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 this on your computer.

W CutcFTP Login - QuicKeys Editor M= E3
File Edt Cieate WView

File & Folder Tools | intemet Tools | Muliedia Tools | Network Tooks | Guickeys Tooks | Sereen Tools | Sequence Tooks | < *

El=RIEIF

{General] Fiepest | Toolbars | Astion Scope | Timed Triggers

Mame:  [Cut=FTP Login

Hotkey [F10 Clear hot key

I Include in QuicK eys menu

FAmavaaaaalm
2

[Step D [ Deseiption
1 Z) Open cutitp3z
2 (@ Wit for Window [CuteF TP Appears]
3 (@ Wit for Window [FTP Site Manager' Appears]
4 (@ Wait for Window [Disappears]
5 &3 Mouse Click [ 337,37, 1,0]
& & Type Keystroke [Enter]
7 (@ Wit for Window [ Connected, starting login sequence’ Appears]
& @ Wait for Window [Directary Message' Appears]
9 (@ whait for Window [Login Messages' Appears]

10 & Button Click [0K]

i B i i i B i B i B

FIGURE 160: 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.

U Before this Sequence 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 87 if you need assistance.

2. Name the Action and assign it a trigger.

Open a frequently-used FTP site

1. Open CuteFTP with the trigger you just assigned to it.
2. Select Start Recording from the QuicKeys menu.

3. In the Site Manager window, open the Personal FTP Sites
directory in the left pane.

4. In the right pane of the Site Manager, select the FTP site
you want open.

5. Press Enter to connect to the site.

6. Click the OKbutton in the Login Messages window to close

the window. The main CuteFTP dialog is open and the
selected FTP site is displayed.

7. Press the Stop button on the Recording toolbar.

8. The Sequence Editor appears. Name the FTP Sequence FTP

Login and assign it a trigger.

9. Click the Save & Exit button to save your new Sequence and

close the Sequence Editor.

Combine the two components of the Sequence

1. Now, it’s time to put the final Sequence together. Open the

QuicKeys Editor so the My Actions tab appears.

2. Display the Sequence Editor by double-clicking the FTP
Login Sequence in the My Actions tab.

3. In the Sequence Editor, position the insertion line at the
first step of the Sequence.

4. Position the My Actions tab so it’s tiled vertically alongside
the Sequence Editor.
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5. 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 insertion line is located (in the first step of the
Sequence).

6. Click the Save & Exit button in the Sequence Editor to save
your changes.

7. 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-date 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 this exact
Sequence, but examine it as an example of what you could
create with QuicKeys.
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First, look at the illustration of the Sequence shown in ¢ Choose which database in the selected host is displayed

Figure 161. Then, look at the instructions for how this
Sequence was created to get a feel for how you can automate a o
task like this on your computer. * Choose access privileges

¢ Choose how to view the database

¢ Enter a password to the database

IS Sequence - Quickeys Editar [0l * Maximize the database window
Fle Edit Create View
Intermet Tooks | Mulhedia Tools | Network Tools | Quickeys Tools | Screen Tooks | Sequence Tools System Tooks | TeutTools| <] ¢ With QuiCKEYS, all these tasks can be Completed with a single
trigger.
General | Repeat | Toalbars | Action Scape | Timed Triggers |
Mame: ILng 1o QKW Bug Database R ECORD' N G SEQU ENCES
Hotkey: [shf -4l F8 Szt Recording is an easy way of creating multi-step Actions. There

¥ Include in Quickeys menu

are three ways you can select the Start Recording option:

¢ From the QuicKeys menu

£
3

SteplD [ Deseription
1 Open Filek aker Pro
2 (® Wait for Window [FileMaker Fro' Appears]
3 (® Wait for Window [Dpen New or Existing File' ppsars]

¢ From the File menu in the QuicKeys Editor

4 I window Selector [Dpen New or Existing ]
5 4 Button Click [Hosts]
& (@ Wail for Window [Hosts' bppears]
7 B Type Keystoks [Tah]
& A Type Teut [impro]
9 [l Pause for 3 second(s)
10 A Tvpe Text [qul
11 & Type Kepstioke [Down]

* With a Start Recording hot key created using the QuicKeys
Controller Action.

When you start recording, a Recording toolbar appears and
you are “live.” (See page 30 to set Recording palette options.)
This means that QuicKeys is now watching everything you do
on your computer. When you finish the tasks you want
QuicKeys to record, click the Stop button on the Recording
palette. The Sequence Editor automatically appears when you
click Stop. Every task you just completed is listed in the lower
half of the Sequence Editor dialog.

12 [ ‘window Selectar [Hosts]

13 @ Button Click [Open]

14 (D Wait for Window [Hosts' Disappears]

15 (® Wait for Window [Open New or Existing Fie' Disappears]
16 (D Wait for Window [File Buickeys Windows" Appears]
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FIGURE 161: A Sequence that automates logging into a database
program.

How the Sequence Was Created

This particular Sequence was created solely with the Pause Stop Delete
recording function. Once the Start Recording option was selected

from the QuicKeys menu, the following tasks were recorded: _

e Start FileMaker Pro | X

¢ Choose to show FileMaker Pro Network host FIGURE 162: The Recording palette

¢ Select which host server to open



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.

[ CuteF TP Loge - QucEeys Edilss

Ele Edt Coeote Yiew
File & Fkdes Taols | bntaet Tools | ukecia Tack | Network Tos | Duckieys Tooks | Screen Took | Sequence Tods | System Tods | Test Took |
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Gerwsel | Repeat| Tookass | Action Scope | Timed Tigges |
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tistkey. [P0 Cler ok bey
I Inchids in Quick eys menu

StepID | Descripion I

10 (@ Wkt hor Window [Login Message:’ Sgpesis|

FIGURE 163: The Sequence Editor

The red line above the selected step is called the insertion line.
The insertion line is useful when you need to insert another
Action or a pause into your Sequence. The new item is
inserted wherever the line is located.

THE ACTIONS TOOLBAR

The tabs in the Sequence Editor are organized similarly to the
QuicKeys Editor Create menu. Click a tab, such as the Network
Tools tab, to display a group of buttons that represent each of
the Actions contained within that category of QuicKeys tools.
Use the buttons in this Action toolbar to add Actions to your
Sequence.
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THE RESULT COLUMN

The Result column displays the Result Handling options selected
for a particular step in the Sequence. See page 154 for more
information on result handling.

THE REPEAT TAB
The Repeat 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.

General Repeat | Toolbarsl Action Scopel Timed Triggers

i [1 limes

Ak for repeat count

FIGURE 164: The Repeat tab appears in the upper half of the Sequence
Editor.

PRINTING SEQUENCE STEPS

To print a list of the steps in your Sequence, as well as your
Sequence Properties, open a Sequence and select Print from the
Sequence Editor’s File menu.

CLOSING THE SEQUENCE EDITOR
When you are ready to close the Sequence Editor, you can
choose Save & Exit or Exit. Clicking the Exit button does not save
any changes you made in the Sequence.
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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 all 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, or import/export
functions. When you are finished collecting the main pieces of
your Sequence, use the Sequence tools discussed on page 160
to add the finishing touches to your Sequence.

USING THE RESULT HANDLING FEATURE

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 the If step succeeds and If step fails lists of the Action Properties
dialog, you can direct a particular step in the Sequence to Stop
the 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 Editor’s Result
column. You can double-click the icons to quickly change the
result handling option for a specific step.

Sequence Definition
Icon
Continue to next step
L
Stop Sequence
Z

Stop Sequence and notify user
Skip next step

Fail Sequence and notify user (used
L 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 to 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 this exact Sequence, but examine it as an example
of what you could create with QuicKeys.



First, look at the illustration of the Sequence shown in

Figure 165. Then, look at the instructions for how this
Sequence was created to get a feel for how you can automate a
task like this on your computer.
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e If a message was not typed 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.

EDITING SEQUENCES

If your Sequence does not behave as you anticipated or if the
dialog shown in Figure 166 appears, you may need to fine-
tune your Sequence without the recorder. The Sequence Editor
gives you the tools to do this. Fine-tuning a Sequence requires
rearranging and inserting steps, as well as using Sequence
tools.

QuicKeys [ <]

& Sequence ‘Account Switch' aborted - step 1 of 23 failed

FIGURE 165: A Sequence that uses Result Handling to add or delete
information in a database.

. FIGURE 166: This error dialog reveals which Sequence step failed.
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
for this Sequence to function. The Sequence performs the
following tasks:

INSERTING STEPS
You can insert Steps, or Actions, by selecting them from the
Create 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 160 for more information on
these types of Sequence tools.

¢ Types the current time and date into the record.

¢ Displays a Message 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. You can also drag-and-drop Actions from the QuicKeys

Editor’s Action list to the insertion point in the Sequence

* If a message was typed in the Message dialog, it is pasted Editor. To do this, both windows must be open.

into the database record and the Sequence is stopped.
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All Actions you create 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 the Create 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.

RENAMING SEQUENCES

To rename a Sequence, open the Sequence you want to
rename. Then, make your changes to the Sequence name and
press the Enter key.

DELETING SEQUENCE STEPS

To delete steps in a Sequence, open the Sequence Editor, select
the step you want to delete, and press the Delete key.

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’t click taskbar buttons; instead, use
Alt+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.

* Do not use a mouse wheel when you record your Actions.

Insert Pauses in your Sequences if you are having
problems getting your Sequences to play back correctly.

Use the “Type Text” 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 of the taskbar, 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.

If you are consistently having problems with the same
program when you are recording Sequences, choose to
Disable smart recognition within the QuicKeys Controller
Action. See page 57 for more information.



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 the Sequence option from the Create
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.

U  You can also drag-and-drop Sequences from the My
Actions tab to create Sub-Sequences as shown in the
example, “Using Sequences in Information
Systems” on page 147.

157

HOW A SUB-SEQUENCE WORKS

To better understand Sub-Sequences, take a look at the
following example. The example is very simple, yet it
illustrates the success and failure paths within Sub-Sequences.
The Sequence discussed in this section is shown in Figure 167.

[ Subs-sequence sxangle - QucKeys Edils
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I Inchude in Quickeys merus

StepID | Descripion T Fiewd |
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FIGURE 167: This Sequence contains two Sub-Sequences.

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.
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Using Sub-Sequences in a Sequence

1. Press F11. A window appears with instructions to click OK
to go to Sequence One or Cancel to go to Sequence Two.

2. Click OK to start the Sequence. Click Cancel to start Sequence

Two.

Prezz OK for Sequence One or Cancel for Sequence Two

Cancel |

FIGURE 168: This window appears when you trigger a Sequence like the

one shown in Figure 167. Depending on which button you select, the main
Sequence branches to different Sub-Sequences.

The Sequence reacts to each choice you make by using the

Result Handling 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.

[ Sequencel - DiscEeys Edito

Eis Edt Coeate Miew

Fio & Fokder Toos | bntamet Tools | Mutbiedia Taok | Netwo Todls | Duckieys Tock | Screen Tack Secuence Took | Systers Toaks | Test Tock |

(o] =i 0] ) 2] S S [ [ ][]

Geresel | Repeat | Siep Fiesuls | wi

Hene  [Seqeeeel

[StepiD ] Descripion

e

FIGURE 169: Open the Sub-Sequence Editor by selecting Sequence from

the Create menu in the Sequence Editor or by double-clicking a Sub-
Sequence.

General Tab
Type the name of your Sub-Sequence in the General tab.

Repeat Tab

The Repeat 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.



Step Results Tab

Choose how you want your Sub-Sequence to react to
successes and failures. In the If step succeeds and If step fails lists
of the Action Properties dialog, you can direct a particular
step in the Sequence to Stop the Sequence, Stop the Sequence and notify
user, Continue to the next step, Skip to the next step, Fail Sequence, or Fail
Sequence and notify user. Each result handling option is
represented by a different icon that displays in the Sequence
Editor’s Result 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.

Stop Sequence—Stops the current Sequence and returns
success to the main Sequence.

Stop Sequence and notify user—Stops 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 user—EXxits the current
Sequence, notifies user, and returns failure to the main
Sequence.

SAVING SEQUENCES

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. If you are
editing an existing Sequence and you do not choose to save
your Sequence at the prompt, all of your changes are lost.

159

TRIGGERING SEQUENCES

Press the hot key you assigned to your new Sequence. When
the Sequence is triggered, the Playback toolbar appears. (See
page 31 for more information on the Playback palette
settings.) You can use this palette to pause or stop the
Sequence at any time.

FIGURE 170: The Playback toolbar

When the Sequence is finished, the dialog in Figure 171
appears.

Sequence Completed B

g E The zequence 'Sequence’ has completed successfully.

™ Don't show this dialng again

FIGURE 171: This dialog appears when your Sequence has completed
successfully.
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EDITING FAILED SEQUENCES
If QuicKeys is unable to complete a step in your Sequence that
uses the “notify user” result handling option, an alert window
appears. Click OK to go to the failed step. Click Cancel to stop
the attempted playback of the Sequence. See page 154 for
more information on result handling.

QuicKeyps

\i,) Sequence 'Get Email' stopped - step B of & failed.
Frezz 0K to edit thiz sequence.

Cancel |

FIGURE 172: This dialog appears when a sequence fails.

PLAYBACK OPTIONS

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 My Actions tab in the QuicKeys
Editor. Select the Sequence you want to delete and press the
Delete key.

SEQUENCE TOOLS

The Sequence Editor uses Actions that are often not useful in
other contexts. These Actions are called Sequence tools and
they include:

¢ Check Condition * Message

e Password vault ¢ Pause

* QuicKeys Event ¢ Select Items in
Logger Dropdown List

* Select Items in List ¢ Switch Tabs

*  Wait for User Input ¢ Wait for Window

e Window Selector

CHECK CONDITION

The Check Condition Sequence tool is a powerful component
for more advanced QuicKeys Sequences. With a Check
Condition Action, you can verify that a specific condition is
met before proceeding to the next step of the sequence. For
example, you can create a Sequence that checks the date and
time and only continues between 8:00 AM and 5 PM.

To insert a Check Condition Action into a Sequence:

1. Open the Sequence in which you want to insert a Check
Condition Action.

2. Click the step where you want to insert the Check
Condition Action.

3. Select Create>Sequence Tools>Check Condition.

4. Complete the Sequence Action Properties dialog that
appears and click OK. See the Check Condition Options
section that follows for specific information on each Check
Condition option.



Check Condition Options
Below is a description of the Action-specific properties
available with the Check Condition Action.

Check file—Checks the presence of a user-specified file and
optionally establishes if the file is read-only, a specific size, or
a specific version. For example, you could insert a step in your
sequence that checked for the presence of a specific weekly
report that is greater or equal to 5 bytes in size.

i Sequence Action Properties - Check Condition x|

Check Condition

C:\Program Files‘\Microsoft Officeh\Dffice\formsy1033\Contactl.ico I

Continue to next step
Stop zequence and notify user

FIGURE 173: The Check file Action Properties

161

Check folder—Checks for the presence of a user-specified
folder.

i Sequence Action Properties - Check Condition x|

Check Condition
Check folder

C:AMy DocumentshCE Software

Continue to next step
Stop zequence and notify user

FIGURE 174: The Check folder Action Properties

Check window—Examines the status and/or size of
windows that possess the specified Title, Class, and Type
properties. You can populate most of the text boxes and menu
in this dialog using the Window Finder tool.
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To use the Window Finder:
1. Open the window you want to examine in your Sequence.

2. Open the dialog shown in Figure 175. The window you
opened in step 1 should now be behind the Check
Condition Action Properties dialog.

3. Click your mouse on the Window Finder tool in the Action
Properties dialog, and when your cursor becomes a
magnifying glass, move your mouse over the window you
want to test.

4. Release the Window Finder cursor when it is positioned
over the window you want to use in your Sequence. The
Check window fields are automatically filled with information
about the selected window.

i Sequence Action Properties - Check Condition

Description: IEheck window

—Action Propertie:

Action: I Check window j

™ Title: I is j I

[+ Class: Iis j ISheII_TrayWnd

I | Tupe: I toalbar = l

v Status: Ivisible vl
™ Sige: Iminimized 'l

“window Finder

=

™ Advanced properties

[Chaz caption ﬂ
[Chas maximize box

[Chas minimize box

— Step result handling

If step succeeds |Eontinue to net step

=

If step fails IStop zequence and notify user

=

o]

Cancel |

FIGURE 175: The Check window Action Properties

Check window control—Examines the status and/or state of
the control using the specified Text, Class, and Type
properties. You can populate most of the text boxes and menu

in this dialog using the Control Finder tool.



Click on the Control Finder tool and when your cursor
becomes a magnifying glass move it to the control you want
to test. When you release the Control Finder cursor, all the
window control fields are filled with information.

i Sequence Action Properties - Check Condition

Check window contral

Check window contral

_ ThunderComboB ox

Continue to next step

Stop zequence and notify user

FIGURE 176: The Check window control Action Properties

Check clipboard—Looks at the System clipboard for the
presence of a specific data type.

i Sequence Action Properties - Check Condition

Check Condition

Check clipboard

Continue to next step
Stop zequence and notify user

FIGURE 177: The Check clipboard Action Properties
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Check program— Verifies that a specified program exists, is Check current date and time—Checks the current system
running, or is frontmost on your desktop. date/time against the specified date/time.

i Sequence Action Properties - Check Condition x|

Check Condition

i Sequence Action Properties - Check Condition x|

Check Condition

urrent date and time

| |
9:20:25 P = 8/30/00 = 9:20:25 P = 8/30/00 =
{ ]

Continue to next step
Stop zequence and notify user

Continue to next step
Stop zequence and notify user

FIGURE 178: The Check program Action Properties FIGURE 179: Check for specific date and/or time



: 165
Run executable and test the result value—Launches an
executable or a script that returns a numeric result. When you For the Installed file option to be available, you must create a
choose this option, you must indicate whether the executable QKScripts directory and store your scripts in that directory.
is a Specified file or an Installed file. Just as the Run Script Action works (see page 105), the scripts

you add to this directory require the appropriate script engine
be installed on your computer.

i Sequence Action Properties - Check Condition x|
Dsoiption:  |Check Condiion To create the QKScripts directory and install your script(s):
~ction Properie 1. Create a folder called “QKScripts” in your QuicKeys
Actior: |F|un executable and test the result value j directory. The path of the folder should be C:\Program
Files\CE Software\QuicKeys\QKScripts.
 Installed fils ' Specified file . .
Specily i 2. Copy your executable(s) into the QKScripts folder.

3. Click the Installed file option and select the executable file
Sy g e you wish to use for this condition check.

I Lo | MESSAGE

Specify parameters:

IE:\Program Files\CE SoftwarehJuickeps\DKScrpts'Ztech. exe. pif

| Use the Message Sequence tool to create a custom dialog that
appears at a designated point in your Sequence. The dialog
"Expected retum code input can be used as an if /then decision within the Sequence.

iz quual ko jl iz IIess than jl

To insert a Message Action into a Sequence:

1. Open the Sequence in which you want to insert a Message

— Step result handling

Action.
If step succeeds IEontinue to mewt step j
If step fails IStop sequence and notify user j
()8 | Cancel |

FIGURE 180: Run an executable from an installed file or from a specified
file.

When you select Specified file, click the Browse button to locate
the executable you want to use. After you select a file, you can
specify a working directory or parameters under which the
executable will run. You can also indicate what the Sequence
can expect from the executable’s return code.
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i Sequence Aclion Properties [ x|

— Action Propertie;
Meszage to dizplaw:

Do you want to continus?

¥ Show DK button
¥ Show Cancel button
I~ Lo auiomaiisaly afisi |10 seconds

¥ Test entry figld IPul text on clipboard j
— Step result handling
If step succeeds | Contirie tn nest step j
If step fails ISkip nest step j

Cancel |

FIGURE 181: The Action Properties dialog for the Message Sequence tool

2. Position the insertion line in the location you want to insert
the Message Action.

3. Select Create>Sequence Tools>Message.

4. Complete the Sequence Action Properties dialog that
appears and click OK.

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

Message to display—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 button—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.

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:

1. Open the Sequence in which you want to insert a Password
Vault Action.

2. Position the insertion line in the location you want to insert
the Password Vault Action.

3. Select Create>Sequence Tools>Password Vault.
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4. Complete the Sequence Action Properties dialog shown in PAUSE
Figure 182 and click OK. The Pause Action is useful if you need to direct a QuicKeys
Sequence to wait for a specified length of time before
proceeding with the Sequence.

i Sequence Action Properties
—A?ion F'ro::.d;m USing Pause
assnord | To insert a Pause Action into a Sequence:
~Step resul handing 1. Open the Sequence in which you want to insert a Pause
If step succeeds |5kip nest step =l Action.
IF step fails 2. Position the insertion line in the location you want to insert
the Pause.
Cancel | 3. Select Create>Sequence Tools>Pause.
4. Complete the Sequence Action Properties dialog shown in
FIGURE 182: The Action Properties dialog for the Password Vault Figure 183 and click OK.
Sequence tool
Passwo rd Vault Options + Sequence Action Properties
Below is a description of the Action-specific properties et s
available with the Password Vault Action. Duraon: [ O Semonts (W ilisemrs
Password—The password you want the Sequence to enter. [
It step succesds IContinue to riext step j
If step succeeds—After this Action is completed, this list If stop faiks [Stop sequence and nalify user =]
specifies what the Sequence should do next. For example, it
can stop the Sequence and gotlfy the user, continue to the next coosl_|
step of the Sequence, or skip to the next step.
If step fails—After this Action is completed, the list that FIGURE 183: The Action Properties dialog for the Pause Sequence tool

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

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 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.

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 the next step.

QUICKEYS EVENT LOGGER
The QuicKeys Event Logger provides you with the ability to
write out events to the Windows NT and Windows 2000
System Event log or to the log file on Windows 95 and
Windows 98.

i Sequence Action Properties - QuicKeys Event Logger x|

Diescription: IQuicKeys Ewent Logger [Information]

—Action Propertie:
Wwiite event b

& System Event Log

" Log file: I

Browse,. |

Type of event:

I Information j

Event description: [3,:4,2000-5/8/2000

— Step result handling

If step succeeds |Eontinue to net step =l

If step fails IStop sequence and notify user j

o]

Cancel |

FIGURE 184: The QuicKeys Event Logger Action Properties



SELECT ITEMS IN DROPDOWN LIST

Use Select Items in Dropdown List to check for specific combo
box controls. Click the Specify window properties button to display
the Window Properties dialog. Using the Window finder tool
in the Window Properties dialog enables you to automatically
populate the text fields and buttons in the Action Properties
dialog. See Figure 190 on page 173.

i Sequence Action Properties - Select Items in Dropdown List x|

D escription: ISeIect Items in Dropdown List [Select by index]

—Action Propertie:
Find ComboBox:

& By control 1D ID Browse... |
" By coordinates i ID o ID

Find ComboB ox on window:  Program window, name containg ‘Additional comments -

Selectitem: & By item index |'1
' By item text I I | Meteheracty

" Unselect al
™ Double-click item

— Step result handling

If step succeeds IEontinue to mewt step j
If step fails IStop sequence and notify user j
()8 | Cancel |

FIGURE 185: The Dropdown list Action Properties

169

Select Items in Dropdown List Options
Below is a description of the Action-specific properties
available with the Select Items in Dropdown List Action.

Browse—Click the Browse button to identify the dropdown list
containing the item you want to select.

Select item—Select an item by item index or text or choose to
unselect all items. You can also choose to double-click the
selected item if you choose by item index or by item text.

SELECT ITEMS IN LIST

Use Select Items in List to check for specific list controls. You
can direct QuicKeys to check by index or by text. Click the
Specify window properties button to display the Window Properties
dialog. Using the Window finder tool in the Window
Properties dialog enables you to automatically populate the
text fields and buttons in the Action Properties dialog. See
Figure 190 on page 173.
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i Sequence Action Properties - Select ltems in List x|

D escription: ISeIect Items in List [Select a single item]

—Action Propertie:
Find ListBox:

' By coordinates = IU i ID

Find LiztBox on window:  Program window, name contains ‘Additional

Action: I Select a single item j

Selecthy: ™ Indsw O Tewt I | eteheraty

™ Double-click item

& By control 1D IU Browse... |

Start index: ID Stopindes: I

— Step result handling

IF step succeeds | Continue to next step =l
If step fails IStop sequence and notify user j
()8 Cancel |

FIGURE 186: The Select Items Action Properties

Select Items in List Options
Below is a description of the Action-specific properties
available with the Select Items in List Action.

Browse—Click the Browse button to identify the list containing
the item you want to select.

Do action—Choose to Select a single item, Unselect a single item,
Select a range of items, Unselect a range of items, or Unselect all items in
the list. The Select by options change depending upon which
action you choose.

Select by—Select an item by index or text and indicate
whether or not the text must exactly match the text you
specify in the Start text box. You can also choose to double-click
the selected item.



SWITCH TABS

To switch tabs in a Sequence, specify the tab controls in the
Switch Tabs Action Properties dialog. Click the Specify window
properties button to display the Window Properties dialog.
Using the Window finder tool in the Window Properties
dialog enables you to automatically populate the text fields
and buttons in the Action Properties dialog. See Figure 190 on
page 173.

i Sequence Action Properties - Switch Tabs x|

Description: ISwitch Tabs [Tab name "]

—Action Propertie:

Find tab contral:

& By control 1D |2
By coordinates: X |12 v |58

Find tab control on window: — Front window

Specify window properties... |
Select tab:
' By item index |-1

+ By item tex Match exactly
& By item text ™ Match exact!

— Step result handling

If step succeeds IEontinue to mewt step j
If step fails IStop sequence and notify user j
1] | Cancel |

FIGURE 187: The Switch Tabs Action Properties

m

Switch Tabs Options
Below is a description of the Action-specific properties
available with the Switch Tabs Action.

Find tab control—Click the Browse button to identify the tab
control on which to operate.

Find tab control on window—Click the Specify window properties
button to display the Window Properties dialog. Using the
Window finder in the Window Properties dialog enables you
to automatically populate the text fields and buttons in the
Action Properties dialog. See Figure 190 on page 173.

Select tab—Select a tab by item index or by item text and
indicate whether or not the text must exactly match the text
you specify.

WAIT FOR USER INPUT

Direct your Sequence to wait for user input, such as a
keystroke or a mouse click, before proceeding with the
Sequence. You can have the Sequence wait for any keystroke,
a specific keystroke, or a specific mouse click. Click one of the
modifier check boxes to use a specific modifier key in
combination with the mouse button you selected.
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Click the Specify window properties button to display the Window
Properties dialog. Using the Window finder tool in the
. . . Window Properties dialog enables you to automatically

populate the text fields and buttons in the Action Properties
dialog. See Figure 190.

Description: IWait far keystroke

—Action Propertie:

Using Wait for Window

 éait for any keystroke . . . . .
To insert a Wait for Window Action into a Sequence:

% St for kevstoke:
Keystroke: F1z

1. Open the Sequence in which you want to insert a Wait for

Window Action.
 Wfait for mouse click
Mouse buttan: ¢ [=ft Buttorn €0 Widdle Buttor £ Bight buttar
Modifiers: = | Earrafifens I it key = iy ' Sequence Action Properties - Wait for Window E
™ | Double click Diescription: IWait far Window ['Quickeys Editor’ Appears]

—Action Propertie:

— Step result handling

— Window Attribute:
IF step succesds IEontinue to next step j = Wait for window whose titlle contains:
If step failz Istop sequence and notify ussr j & gt for window with specified propertiss:
— Window Action:
ok I Cancel | W ait until window: IAppears j

™ Give up after IU zeconds

— Step result handling

FIGURE 188: The Wait for User Input Action Properties

WAIT FOR WINDOW

IF step succeeds | Continue to next step =l
The Wait for Window Sequence tool gives you the ability to _
specify which window or what type of window you want S Stop sectience and noliy user |
QuicKeys to look for when it is cycling through a Sequence.
For example, if your Sequence opens several windows and oK | Concel |

you want to choose an option in the window named Browse,
you just need to specify Wait for window whose title contains Browse
in the Sequence Action Properties dialog.

FIGURE 189: The Action Properties dialog for the Wait for window
Sequence tool.

2. Position the insertion line in the location you want to insert

the Wait for Window Action.
3. Select Create>Sequence Tools>Wait for window.



4. Complete the Sequence Action Properties and click OK.

Wait for Window Options
Below is a description of the Action-specific properties
available with the Wait for Window Action.

Wait for window whose title contains—Type the name that
appears in the window’s title bar in this box.

Wait for Window with selected properties—Click the Select
properties box to display the window selection dialog.

Window Properties—Choose the properties a window
must possess to satisfy the Wait command. 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. See

Figure 189.

eWindow name is the name in the title bar.

eWindow class can be populated using the Window
finder tool.

* A Top Level Window is a program or system window.
A Popup Window is a secondary dialog within a pro-
gram.

¢Click the Window finder icon and drag it to the win-
dow you want to select in your Sequence. As you drag,
your cursor becomes a magnifying glass and the Win-
dow name, class, and type fields change dynamically,
depending on where the cursor is positioned.

*Select the Hide QuicKeys Editor check box when you
want the Editor dialog to disappear while you use the
window finder tool.

V' ‘window name: IContains j IDUtDUt
IV window class: ICDnlains j ICabinelW'CIass
v Afindaw type:t ITDp Level wWindow j

Window finder: @ _
I oK
™ Hide Quickeys Editor Cancel

FIGURE 190: The Window Properties dialog

Wait until window—Waits until the window appears,
disappears, becomes active, or becomes inactive.

173

Give up after X seconds—Stops looking for the Action “X”

seconds after this step 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
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,
skip to the next step.

next

or
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WINDOW SELECTOR Window Selector Options
Use the Window Selector to choose a program window in a Below is a description of the Action-specific properties
Sequence. Click the Specify window properties button to display the available with the Window Selector Action.
Window Properties dialog. Using the Window finder tool in
the Window Properties dialog enables you to automatically Select window whose title contains—The name of the
populate the text fields and buttons in the Action Properties window for which you want the Sequence to search.

dialog. See Figure 190.
Select window with selected properties—Enables the Select
To insert a Window Selector Action into a Sequence: Properties button.

1. Open the Sequence in which you want to insert a Window Select Properties—Displays the dialog shown in Figure 190

Selector Action. -
and discussed on page 173.
If step succeeds—After this Action is completed, this list
 Action Propetie specifies what the Sequence should do next. For example, it
€ Select window whose tlle cortains: | can stop the Sequence, stop the Sequence and notify the user,
: : ] — continue to the next step of the Sequence, or skip the next
& Select window with selected properties: Select properties. .

step.

— Step result handling

lfstep succeeds [Cartinue to rext stz = 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

Cancel skip the next step.
CLEARING SELECTED HOT KEYS

When you no longer want a hot key assigned to the selected

2. Position the insertion line in the location you want to insert Sequence, click the Clear hot key button in the Sequence Editor.
the Window Selector Action.

IF step Fails ISlop sequence and notify user j

FIGURE 191: The Action Properties dialog for the Window Selector
Sequence tool.

You may want to take advantage of this option if you want to
3. Select Create>Sequence Tools>Window Selector. make this Sequence part of a larger Sequence and you need

4. Complete the Sequence Action Properties dialog and click the assigned hotkey for a different Action.

OK.



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.

TIPS

* 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 and Always
use Setup Wizards for editing check boxes in the Options dialog.
See page 30 for 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 in the Sequence Tools
submenu of the Create 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 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.

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.

Cut and paste URLs into the QuicKeys Editor to quickly
create Web Launcher Actions.

Press Ctrl+Esc to stop Quick Type while it is typing text.

TROUBLESHOOTING

* 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 the Do not ask me this again check box
within the dialog.

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

If you are consistently having problems with the same
program when you are recording sequences, choose to
Disable smart recognition within the QuicKeys Controller
Action.

You must have a sound card for the Multimedia Actions to
work properly.
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Desktop Scope is limited to the actual desktop being
active. It does not include drive windows.

If you deselect Show Wizards For Editing, you see a different
dialog when you edit an Action in the My Actions tab.

The Windows Specials Up one folder Action does not 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 Explorer in Full 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 has a red X over it.

If you only see a few buttons in your Setup Wizards tab, click
the drop-down list arrow at the top of the tab and select All
Wizards 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 the Prompt 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.

It is possible to add toolbar buttons to toolbars that 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 youhave 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.

* If you are using a firewall and are having difficulty
connecting to a remote time server, check that ports 37 or
123 are open. See your network administrator for more
information.

¢ If you are experiencing frequent timeouts when you select
Check for QucKeys updates, check your Internet connection. If
your Internet connection is functioning properly, call CE
Software’s technical support team.

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.



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.

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 Adobe® Photoshop®.

USING BITMAP IMAGES

If you have a company logo or some other graphic saved as a
bitmap, you can use it in a QuicKeys toolbar. Unlike icons,
QuicKeys toolbars save bitmap images internally, so even if
you delete the original image, your toolbar icons will remain
intact.

To create an icon:

1. Open the Paint program that is installed with standard
installations of Windows.

2. Select Attributes from the Image menu.

Attributes [ 7]

width: |32 Height: |32 0K |

To use a bitmap image in your toolbar:

1. Right-click the icon you want to replace on the toolbar and

- . - Unit Canicel |
select Set icon from bitmap. A standard Open dialog appears. Clnches C Cm Fale -
2. Navigate to the bitmap image you want to use ~ Colr B
3. Select the bitmap image and click Open. The bitmap image € Black anduwhite & Celor

appears as a button on your QuicKeys toolbar.

RESTORING DEFAULT ICONS FIGURE 192: The Attributes dialog
If you don’t like the button changes you made to your 3. Ip the Attributes dialog, type 32 in the Width and Height
QuicKeys toolbar, you can easily restore your icon buttons to fields.
their original appearance. Just right-click the toolbar button

. 0  You can also type 16 in both fields if you want to
you want to replace and select Restore default icon.

create a smaller icon.

CREATING AN ICON 4. Select Pels in the Units area to use Pixels as your unit of
If you are a graphics professional and know how to create measurement.
icons, this section is for you. The first step in using one of your 5. Select whether you want to use black and white or colors in
own icons in a QuicKeys toolbar is creating the icon. Icons your icon.
require the .ico extension in the file name and they must equal 6. Click OK when you are done. A blank square appears in the

16x16 or 32x32 pixels. Paint dialog.
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7. Use the tools in the Paint program’s tool palette to create
an image.

E: mlyuck ico - Paint

ew Image [Options Help

“OD/?%'\%‘&:'

llllllllllllll
¥ Crmr e Em T e

|For Help. click Help Topics on the Help Menu.

FIGURE 193: The icon in this example was created with the circle tool, the
line tool, and the pen tool.

8. Select Save as from the File menu.

9. Navigate to the location on your hard drive where you
want to save this icon.

10. Type a name for the icon in the File name box. For example,
type greenface.ico to mark the file as an icon file.

11. Select 24-bit Bitmap from the Save as type drop-down list.

12.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 to your toolbar buttons.

To set a custom toolbar icon:

1. Right-click a button on an open toolbar.

'.I:i-|
= Seticon from file...
Set icon from bitrmap...

Festore default icon

Delete Button

Toolbar Button ‘wizard...

FIGURE 194: The toolbar button menu

2. Select Set icon from file.

3. Click the Browse button in the Select Icon dialog.
4. Navigate to the custom icon you just created.
5

. Choose the icon and click Open. The Select Icon dialog
appears.

6. Select the icon in the Select lcon dialog and click OK. The new
icon appears immediately on the toolbar you selected.
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QuicKeys is composed of three primary components: the QuicKeys Editor, the QuicKeys Engine, and QuicKeys plug-ins. Within
those three primary components are several secondary components. To help you visualize this architecture, see the diagram below.

QuicKeys

Editor Keyset Manager
Setup Wizard Manager

r—= - =1

| Sequence I

Editor

| Action Editor Manager

L - - — 4

QuicKeys

Engine Playback Manager
Recording Manager
Toolbar Manager

r— — —n

| Scope |

| Manager | Trigger Manager

L - - — 4

OLE Automation Interface

¢ v

{

VB Script Office Programs

Other Tools

IdV ul-Bnid

Plug-in

Plug-in
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The QuicKeys Architecture
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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 Starts 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 (in NT and Windows 2000) | Used by the Windows NT and Windows 2000
operating system
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Hot Keys That Cannot Be Used



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 any active
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.

class—The way the system defines a window.
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.

combo box—A control that combines an edit control with a
list box. This allows the user to type an entry or choose one
from the list.

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.

dropdown list—A closed list box containing a list of items
you can select. Clicking the arrow next to the list box opens
the list.

extension—The part of a Windows file name that identifies
file type, such as ".dIl".

hot key—The key(s) you can press on your keyboard to
trigger a QuicKeys Action.

list box—Any type of box containing a list of items you can
select. You cannot type a selection in a list box.

parameters—Program-specific command lines you can use to
further control the behavior of the selected file when it is
opened.

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.
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Glossary

QuicKeys menu—The context menu that appears when you
right-click the QuicKeys icon located by default in the status
area of the taskbar (also referred to as the Tray).

QuickStart Wizard—The wizard that appears automatically
when you have not yet created any Actions in QuicKeys or
when you select Run QuickStart Wizard from the QuicKeys Editor
Help menu.

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 any active window on
your computer.

Sequence—A series of Actions that execute consecutively.

Setup Wizards—The screens that help you create various
items in a step-by-step fashion.

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 desktop. A QuicKeys icon appears in the status area
of the taskbar (also referred to as the Tray). 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 Actions
and display Action menus.

trigger—Directs QuicKeys to start an Action.
URL—Uniform Resource Locator. The Worldwide Web
(WWW) consists of URLs that take you to specific Web sites.
For example, CE Software’s URL is http:/ /www.cesoft.com/

volume—The level of sound on your computer.
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	6. Choose whether you want to trigger the Actions using hot keys or the QuicKeys menu. If you wan...




	Deleting Multiple Actions
	Using the QuickReference Card
	Figure 36: Use the QuickReference Card to help remember your hot keys.

	Exiting QuicKeys
	Figure 37: By default, you can exit the QuicKeys program from the QuicKeys menu. The QuicKeys men...


	Chapter�4

	QuicKeys Toolbars
	Toolbar Styles
	Click-N-Go
	Figure 38: The Click-N-Go toolbar disappears as soon as you click one of its buttons.
	Sizing Click-N-Go Toolbars

	Dockable
	Figure 39: This Dockable toolbar is anchored to the same side of the screen that contains the tas...
	Auto-hide
	Figure 40: This error appears when you attempt to put more than one Auto-hide Dockable toolbar on...

	Moving Dockable Toolbars

	Floating
	Figure 41: This Floating toolbar displays anywhere you drag it. Floating toolbars are the only ty...
	Moving Floating Toolbars
	Sizing Floating Toolbars

	Pop Out
	Figure 42: Three Pop Out toolbars on the right side of the Windows desktop
	Moving Pop Out Toolbars
	Sizing Pop Out Toolbars


	Creating Toolbars
	Using the Setup Wizard
	To create a toolbar using the Setup Wizard:
	1. Select the Toolbar button in the Setup Wizards tab.
	2. Read the introduction page and click Next.
	3. Select Create a new Action and click Next.
	4. Select Floating, Dockable, Click-N-Go, or Pop Out and click Next.
	Figure 43: Select the type of toolbar you want to create.

	5. Select Small or Large and click Next.
	6. Type a descriptive name for this toolbar in the Name box. For example, if the buttons in the t...
	7. Select the Place in QuicKeys menu check box and click Next.
	8. Click Finish. The Toolbar Button Wizard appears to help you add buttons to your toolbar.
	9. Read the introduction screen and click Next.
	10. Select the check box for each program you want to add to the toolbar and click Next.
	11. Select the check box for each QuicKeys Action you want to add to the toolbar and click Next.
	12. Select the check box for each QuicKeys Action Menu you want to add to the toolbar and click N...
	13. Read the final wizard page and click Finish. The Toolbar Button Wizard appears.


	Using the Action Properties Dialog
	To create a toolbar without the Setup Wizard:
	1. Select the View>Options.
	2. Clear the check box to Always show Setup Wizards for editing and click OK.
	3. Select the My Toolbars tab.
	Figure 44: The My Toolbars tab

	4. Right-click anywhere on the Toolbars pane and select New Toolbar from the context menu that ap...
	5. In the Action Properties dialog that appears, select the toolbar style you want to use. The to...
	Figure 45: You can change the properties of your toolbar in the Action Properties dialog.

	6. Click the Auto-hide check box if you want to create a Dockable toolbar that hides when the cur...
	7. Select the toolbar button size.
	8. Type a name for the toolbar in the Name box.
	9. If you want to choose a hot key to trigger this Action, click on the Hot key box and press the...
	10. Click OK when you are finished. The Toolbar Button Wizard appears. See page�42 for more infor...



	Adding Buttons to Toolbars
	Using the Toolbar Button Wizard
	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.
	Figure 46: The Toolbar Button Wizard

	3. Click Next.
	4. Select the check box for each QuicKeys Action you would like to display on your toolbar. If yo...
	5. Click Next.
	6. Select the check box for each QuicKeys Action Menu you would like to display on your toolbar. ...
	7. Click Next.
	8. Read the final wizard page and click Finish.

	Using Drag-and-Drop Functionality

	Types of Toolbar Buttons
	Figure 47: In this example, you can see what each type of toolbar button looks like. An Open File...
	Open File Buttons
	To add an Open File button to your toolbar:
	1. Right-click an empty area in a toolbar that is already open on your desktop.
	Figure 48: Right-click an area of an open toolbar that does not contain a toolbar button to view ...

	2. Select Open File from the New Button submenu that appears.
	3. Select the file you want to open from your toolbar and click Open.


	QuicKeys Action Buttons
	To add a QuicKeys Action button to your toolbar:
	1. Right-click an empty area in a toolbar that is already open on your desktop.
	Figure 49: Right-click an area of an open toolbar that does not contain a toolbar button to view ...

	2. Select QuicKeys Action from the New Button submenu that appears.
	3. Select an Action from the Add Action to Toolbar window. The Actions in this window are taken f...
	4. Click OK when you have selected the Action.


	Action Menu Buttons
	Figure 50: Toolbar Action Menus provide shortcuts to your QuicKeys Actions.
	To add an Action Menu button to your toolbar:
	1. Right-click an empty area on a toolbar that is already open on your desktop.
	Figure 51: Right-click an area of an open toolbar that does not contain a toolbar button to view ...

	2. Select Action Menu from the New Button submenu that appears.
	3. Select an Action from the Add Menu to Toolbar window and click OK.



	Displaying Toolbars
	Figure 52: Right-click a toolbar in the My Toolbars tab to view this menu.

	Editing Toolbars
	Changing the Toolbar Style
	Adjusting Toolbar Size
	Rearranging Toolbar Buttons
	Changing Toolbar Scope
	Using the Setup Wizard
	Figure 53: This dialog appears when you click the Toolbars button in the Setup Wizards tab and ch...

	Using the Action Properties Dialog
	To change the scope of a toolbar using the Action Properties dialog:
	1. Click the My Toolbars tab in the QuicKeys Editor.
	2. Right-click one of the toolbars listed on the Toolbars pane.
	3. Select Properties from the context menu that appears.
	4. In the Action Properties dialog, click the Action Scope tab.
	5. In the Scope drop-down list, choose when you want the toolbar to display. See page�22 for more...
	Figure 54: The Action Scope tab

	6. Click OK when you are finished.


	Using Drag-and-Drop Functionality


	Closing Toolbars
	Toolbar Style
	How to Close the Toolbar
	Deleting Toolbars
	Figure 55: You can delete a toolbar from the QuicKeys Setup Wizard.

	Editing Toolbar Buttons
	To add a single button to your toolbar:
	1. Right-click an area of the open toolbar that does not contain a toolbar button.
	2. Select Open File from the New Button submenu.
	3. Navigate through your directories until you find the file you want to open from your toolbar. ...

	To add multiple buttons to your toolbar:
	1. Right-click anywhere on an open toolbar.
	2. Select Toolbar Button Wizard from the context menu that appears.
	3. Read the introduction page of the wizard that appears and click Next.
	Figure 56: The Toolbar Button Wizard introduction page

	4. Select the check box(es) for each program you would like to display in your toolbar.
	5. Click Next.
	6. Select the check box(es) for each QuicKeys Action you would like to display in your toolbar. I...
	7. Click Next.
	8. Select the check box(es) for each QuicKeys Action menu you would like to display on your toolbar
	9. Click Next.
	10. Read the final wizard page and click Finish. The toolbar displays with the additional buttons...

	Adjusting Toolbar Button Size
	Changing Button Icons
	Using Icons Supplied with QuicKeys
	To select sample icons:
	1. Right-click a button on an open toolbar.
	2. Select Set icon from file.
	3. Select an icon collection from the Icon File drop-down list. You can choose from workplace ico...
	Figure 57: Choose an icon from one of the icon sets installed with QuicKeys.

	4. Click the icon you want to use. The icon darkens when it is selected.
	5. Click OK when you have selected the icon you want to use on your toolbar. The new icon appears...


	Using Custom Icons
	To select custom icons:
	1. Right-click a button on an open toolbar.
	2. Select Set icon from file.
	3. Click the Browse button.
	4. Navigate to the icon file you want to use.
	5. Choose the icon file you want to use and click Open. The contents of the icon file you selecte...
	Figure 58: The collection of icons shown in this graphic was selected by clicking the Browse butt...

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


	Using Bitmap Images
	Figure 59: In this illustration, the QuicKeys Web Launcher icon is replaced by a custom bitmap gr...
	To select a bitmap file:
	1. Right-click a button on an open toolbar.
	Figure 60: Select a standard bitmap file to use as toolbar icons.

	2. Select Set icon from bitmap.
	3. Navigate to the bitmap graphic you want to use. The graphic must use the .bmp extension in the...
	4. Choose the graphic you want to use and click Open.


	Restoring Icons


	Deleting Toolbar Buttons
	Figure 61: To delete a toolbar button, right-click the toolbar button and select Delete Button fr...


	Chapter�5
	Controlling The QuicKeys Program
	QuicKeys Controller
	Setting Up QuicKeys Controller Actions
	Using the Setup Wizard
	Figure 62: This dialog appears when you click the QuicKeys Controller button in the Setup Wizards...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a QuicKeys Controller Action, follow these ...
	1. Select Create>QuicKeys Tools>QuicKeys Controller.
	Figure 63: The QuicKeys Controller Action Properties dialog appears when you select the QuicKeys ...

	2. Choose an option from the Action-specific properties pane of the dialog. The available options...
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	4. If you want to choose a hot key to trigger this Action, click in the Hot key box and press the...
	5. Click OK. Your new Action immediately appears in the My Actions tab.
	6. Close the QuicKeys Editor and press the hot key you selected. The Action-specific option you s...



	QuicKeys Controller Options
	Deleting QuicKeys Controller Actions
	To delete a QuicKeys Controller Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is immediately cleared from the Actions list.
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	Typing with QuicKeys
	Using Advanced Text Tools
	Setting Up Advanced Text Tools Actions
	Using the Setup Wizard
	Figure 64: This dialog appears when you click the Advanced Text Tools button in the Setup Wizards...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit an Advanced Text Tools Action, follow these...
	1. Select Create>Text Tools>Advanced Text Tools.
	2. Select an Action from the Action drop-down list.
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 65: The Advanced Text Tools Action Properties dialog appears when you select the Advanced ...

	4. If you want to choose a hot key to trigger this Action, click in the Hot key box and press the...
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor and open a word processing program. Select a block of text and press...



	Advanced Text Tools Options
	Figure 66: The graphic on the left illustrates text copied from a Web page before it is reformatt...
	Figure 67: The top graphic shows an E-mail message that contains quote marks. The bottom graphic ...

	Deleting Advanced Text Tools Actions
	To delete an Advanced Text Tools Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Using Quick Type
	Setting Up Quick Type Actions
	Using the Setup Wizard
	Figure 68: This dialog appears when you click the Quick Type button in the Setup Wizards tab and ...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Quick Type Action, follow these steps:
	1. Select Create>Text Tools>Quick Type.
	2. Select an Action from the Action drop-down list.
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 69: The Quick Type Action Properties dialog appears when you select the Quick Type Action ...

	4. Assign a trigger to the Action.
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor.



	Quick Type Options
	The Quick Type Glossary
	To add text to your glossary:
	1. Click the Edit glossary button in the Quick Type Setup Wizard or Action Properties dialog. (Se...
	2. In the Quick Type Glossary window, click the Add button.
	Figure 70: The Quick Type Glossary window

	3. In the Edit Glossary Entry dialog, specify the text key that will trigger the Action, the appl...
	Figure 71: The Edit Glossary Entry dialog

	4. Click OK to return to the Quick Type Glossary window.
	5. Click Done in the Quick Type Glossary window when you are finished.



	Deleting Quick Type Actions
	To delete a Quick Type Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Using Check Spelling
	Setting Up Check Spelling Actions
	Using the Setup Wizard
	Figure 72: This dialog appears when you click the Check Spelling button in the Setup Wizards tab ...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Check Spelling Action, follow these steps:
	1. Select Create>Text Tools>Check Spelling.
	2. Select an Action and a dictionary.
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 73: The Check Spelling Action Properties dialog appears when you select the Check Spelling...

	4. Assign a trigger to the Action.
	5. Click OK. Your new Action appears in the My Actions tab.



	Check Spelling Options
	Figure 74: The Personal Dictionaries dialog
	Figure 75: The Language Options window

	Deleting Check Spelling Actions
	To delete a Check Spelling Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Special Characters
	Setting Up Special Characters Actions
	Using the Setup Wizard
	Figure 76: This dialog appears when you click the Special Characters button in the Setup Wizards ...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Special Characters Action, follow these s...
	1. Select Create>Text Tools>Special Characters.
	2. Select the font you want to view.
	3. Select the character you want to type.
	4. In the General tab of the Action Properties dialog, type a name for this Action in the Name box.
	Figure 77: Select the character you want to type in the Action-specific properties pane. If you w...

	5. If you want to choose a hot key to trigger this Action, click in the Hot key box and press the...
	6. Click OK. Your new Action appears in the My Actions tab.
	7. Close the QuicKeys Editor and open a word processing program. Position your cursor in the docu...



	Special Characters Options
	Deleting Special Characters Actions
	To delete a Special Characters Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Typing the Date and Time
	Setting Up Type Date/Time Actions
	Using the Setup Wizard
	Figure 78: This dialog appears when you click the Type Date/Time button in the Setup Wizards tab ...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Type Date/Time Action, follow these steps:
	1. Select Create>Text Tools>Type Date/Time.
	2. Select the Date/Time format you want to use from the Format drop-down list.
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 79: The Type Date/Time Action Properties dialog appears when you select the Type Date/Time...

	4. If you want to trigger this Action from the QuicKeys menu, click the Include in QuicKeys menu ...
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor.
	7. Open a document in a word processing program.
	8. Trigger the Type Date/Time Action you created. The date and time you specified is typed into t...



	Type Date/Time Options

	Date/Time Abbreviation
	Meaning
	Figure 80: Use the Custom Date/Time Builder to build your own date and time formats.

	If you combine these custom formats in the Custom Date/ Time Builder...
	Your Date/Time Action types something similar to this...
	Deleting Type Date/Time Actions
	To delete a Type Date/Time Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.


	Typing Text
	Setting Up Type Text Actions
	Using the Setup Wizard
	Figure 81: This dialog appears when you click the Type Text button in the Setup Wizards tab and c...

	Using the Action Properties Dialog
	To use the My Actions tab to create or edit a Type Text Action, follow these steps:
	1. Select Create>Text Tools>Type Text.
	2. Type the text you want to use when you trigger this Action.
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 82: The Type Text Action Properties dialog appears when you select the Type Text Action fr...

	4. If you want to choose a hot key to trigger this Action, click in the Hot key box and press the...
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor and open your E-mail program. Position your cursor in the document a...


	Using Drag-and-Drop Functionality
	Cutting and Pasting Text
	To create a Type Text Action using cut and paste:
	1. Select a block of text.
	2. Copy it to the Clipboard.
	3. Right-click in the Setup Wizards tab, the My Keyboard tab, or the My Actions tab of the QuicKe...



	Editing Type Text Actions
	To edit a Type Text Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Double-click the Action you want to edit.
	3. Make the necessary changes in the Action Properties dialog and click OK.


	Deleting Type Text Actions
	To delete a Type Text Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.




	Chapter�7

	Working With Files and Folders
	File Handler
	Setting Up File Handler Actions
	Using the Setup Wizard
	Figure 83: This dialog appears when you click the File Handler button in the Setup Wizards tab an...

	Using the Action Properties Dialog
	To use the Actions Properties dialog to create or edit a File Handler Action, follow these steps:
	1. Select Create>File & Folder Tools>File Handler.
	2. Choose an option from the Action-specific properties pane of the dialog. For example, choose t...
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 84: The File Handler Action Properties dialog appears when you select the File Handler but...

	4. If you want to choose a hot key to trigger this Action, click in the Hot key box and press the...
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor.
	7. Select a group of files or folders and press the hot key or other trigger you assigned to this...



	Triggering File Handler Actions
	File Handler Options
	Figure 85: Use the lower half of the Action Properties dialog to specify Action-specific options.
	Figure 86: This dialog appears when you have the “Ask for extension” check box selected.
	Figure 87: Action-specific properties for moving files or folders
	Figure 88: Action-specific properties for copying files or folders
	Using the Rename Files or Folders Action
	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 Prope...
	2. Select Prefix Text in the Style drop-down menu.
	3. Type the text you want to use as a prefix in the names of the selected files or folders. An ex...
	Figure 89: Prefix text options

	4. Click OK when you are finished.

	To rename files and folders using a prefix variable:
	1. Select Rename Files or Folders in the Action drop-down list of the File Handler’s Action Prope...
	2. Select Prefix Variable in the Style drop-down list.
	3. Choose the variable you want to use as a prefix in the names of the selected files or folders....
	Figure 90: The Prefix Variable option

	4. Click OK when you are finished.

	To rename files and folders using a variable and text:
	1. Select Rename Files or Folders in the Action drop-down list of the File Handler’s Action Prope...
	2. Select Variable & Text in the Style drop-down list.
	3. Type the text you want to use in the Text box.
	4. Choose the variable you want to use from one of the Variable radio buttons. An example of what...
	Figure 91: The Variable Text option

	5. Click OK when you are finished.

	To rename files and folders using text and a variable:
	1. Select Rename Files or Folders in the Action drop-down list of the File Handler’s Action Prope...
	2. Select Text & Variable in the Style drop-down list.
	3. Type the text you want to use in the Text box.
	4. Choose the variable you want to use from one of the Variable radio buttons.
	Figure 92: The Text & Variable option

	5. Click OK when you are finished.

	To rename files and folders by appending text:
	1. Select Rename Files or Folders in the Action drop-down list of the File Handler’s Action Prope...
	2. Select Append Text in the Style drop-down list.
	3. In the Text box, type the text you want to add to the end of the file or folder name. An examp...
	Figure 93: The Append Text option

	4. Click OK when you are finished.

	To rename files and folders by appending a variable:
	1. Select Rename Files or Folders in the Action drop-down list of the File Handler’s Action Prope...
	2. Select Append Variable in the Style drop-down list.
	3. Select the variable you want to add to the end of the file or folder name from the Variable ra...
	Figure 94: The Append Variable option

	4. Click OK when you are finished.

	To rename files and folders using a fixed name:
	1. Select Rename Files or Folders in the Action drop-down list of the File Handler’s Action Prope...
	2. Select Fixed Name in the Style drop-down menu.
	3. Type the name you want to use for the currently selected or pre-specified file or folder.
	Figure 95: Fixed name options

	4. Click OK when you are finished.



	Deleting File Handler Actions
	To delete a File Handler Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Folders
	Pre-defined Actions
	User-defined Actions
	Setting Up Folders Actions
	Using the Setup Wizard
	Figure 96: This dialog appears when you click the Folders button in the Setup Wizards tab and cho...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Folders Action, follow these steps:
	1. Select Create>File & Folder Tools>Folders.
	2. Choose an option from the Action-specific properties pane of the dialog.
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 97: The Folders Action Properties dialog appears when you select the Folders Action from t...

	4. If you want to choose a hot key to trigger this Action, click in the Hot key box and press the...
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor.
	7. Open a word processing program and select the Save As option.
	8. Press the Folders hot key. The folder you selected appears within the standard Save dialog or ...



	Triggering Folders Actions
	Folders Options
	Figure 98: The Folders options in the Action Properties dialog

	Deleting Folders Actions
	To delete a QuicKeys Folders Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.


	The Open Action
	Setting Up the Open Action
	Using the Setup Wizard
	Figure 99: This dialog appears when you click the Open button in the Setup Wizards tab and choose...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit an Open Action, follow these steps:
	1. Select Create>File & Folder Tools>Open.
	2. Choose option(s) from the Action-specific properties pane of the dialog. For example, choose P...
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	4. Click in the Hot key box and press the key(s) you want to use to trigger the Open Action. For ...
	Figure 100: The Open Action Properties dialog appears when you select the Open button from the Cr...

	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor and press the hot key you assigned to this Action. The file or progr...


	Using Drag-and-Drop Functionality
	Copying and Pasting Files and Folders
	To create an Open Action using cut and paste:
	1. Select one or several files or folders.
	2. Right-click the selected file and folders and choose Copy from the context menu that appears.
	3. Right-click in the Setup Wizards tab, the My Keyboard tab, or the My Actions tab in the QuicKe...



	Open Options
	Deleting Open Actions
	To delete a QuicKeys Open Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Recent Files
	Setting Up Recent Files Actions
	Using the Setup Wizard
	Figure 101: This dialog appears when you right-click the Recent Files button in the Setup Wizards...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Recent Files Action, follow these steps:
	1. Select Create>File & Folder Tools>Recent Files.
	2. Choose an option from the Action-specific properties pane of the dialog. For example, choose I...
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 102: The Recent Files Action Properties dialog appears when you select Recent Files from t...

	4. If you want to trigger this Action from the QuicKeys menu, click the Include in QuicKeys menu ...
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor and select the Recent Files Action from the QuicKeys menu. All the f...



	Deleting Recent Files Actions
	To delete a QuicKeys Recent Files Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Zip Files
	Setting Up Zip Files Actions
	Using the Setup Wizard
	Figure 103: This dialog appears when you click the Zip Files button in the Setup Wizards tab and ...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Zip Files Action, follow these steps:
	1. Select Create>File & Folder Tools>Zip Files.
	2. Choose an option from the Action-specific properties pane of the dialog. For example, choose A...
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 104: The Zip Files Action Properties dialog appears when you select Zip Files from the Cre...

	4. Select a trigger for the Action.
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor and trigger the Zip Files Action.



	Zip Files Options
	Deleting Zip Files Actions
	To delete a QuicKeys Zip Files Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.




	Chapter�8

	Using System Tools
	Button Click
	Setting Up Button Click Actions
	To insert a Button Click Action in a Sequence:
	1. Open the Sequence Editor.
	2. Position the insert arrow where you want to insert the Button Click in the Sequence.
	3. Select Create>System Tools>Button Click.
	4. Complete the Sequence Action Properties dialog that is shown in Figure�105 and click OK.
	Figure 105: The Action Properties dialog for the Button Click Sequence tool



	Button Click Options
	Figure 106: This is an illustration of how QuicKeys defines which buttons are “on” and which are ...

	Deleting Button Click Actions
	To delete a QuicKeys Button Click Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.



	Mouse Click
	Setting Up a Mouse Click Action
	To insert a Mouse Click Action in a Sequence:
	1. Open the Sequence in which you want to insert a Mouse Click.
	2. Position the insert arrow where you want to insert the Mouse Click in the Sequence.
	3. Select Create>System Tools>Mouse Click.
	4. Complete the Sequence Action Properties dialog that is shown in Figure�107 and click OK.
	Figure 107: The Action Properties dialog for the Mouse Click Sequence tool



	Mouse Click Options
	Deleting Mouse Click Actions
	To delete a Mouse Click Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.



	Mouse Position
	Setting Up a Mouse Position Action
	To create a Mouse Position Action:
	1. Open the Sequence in which you want to insert a Mouse Position.
	2. Position the insert arrow where you want to insert the Mouse Position in the Sequence.
	3. Select Create>System Tools>Mouse Position.
	4. Complete the Mouse Position Action Properties dialog that is shown in Figure�108 and click OK.
	Figure 108: The Action Properties dialog for the Mouse Position Sequence tool



	Mouse Position Options
	Deleting Mouse Position Actions
	To delete a Mouse Position Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.



	QuicKeys Clipbook
	Figure 109: To use the QuicKeys Clipbook, you first add Clipboard items to your Clipbook collection.
	Figure 110: When you have items in your Clipbook, you can then paste them into your documents wit...

	QuicKeys Clipbook vs. the System Clipboard
	Setting Up the QuicKeys Clipbook Action
	Using the Setup Wizard
	Figure 111: Use the “Create/Edit Multiple Actions” option in the Setup Wizard to set up several A...
	If you are setting up the QuicKeys Clipbook for the first time, follow these steps:
	1. Click the QuicKeys Clipbook button in the Setup Wizards tab.
	2. Read the introduction page and click Next.
	3. Select Create/edit multiple Actions and click Next.
	4. Click the check box for Copy selection to clipbook, Open Clipbook Editor, and Prompt for list ...
	5. Click in the Menu column for each of these options so they can be triggered from the QuicKeys ...
	6. Click Finish.


	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a QuicKeys Clipbook Action, follow these st...
	1. Select Create>System Tools>QuicKeys Clipbook.
	2. Choose an option from the Action-specific properties pane of the dialog.
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 112: You must add items to your Clipbook using the “Copy selection...” Action before anyth...

	4. If you want to trigger the QuicKeys Clipbook Actions from the QuicKeys menu, select the Includ...
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor and trigger one of the QuicKeys Clipbook Actions. The Action-specifi...



	Using the QuicKeys Clipbook Action
	The Clipbook Editor
	Figure 113: The Clipbook Editor

	QuicKeys Clipbook Options
	Figure 114: When you trigger the Paste function of the Clipbook Action this window appears. Selec...
	Figure 115: When you trigger the “Copy selection” function of the Clipbook Action this window app...

	Deleting Clipbook Actions
	To delete a QuicKeys Clipbook Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.


	Deleting Clips from the Clipbook Editor
	Run Script
	Setting Up the Run Script Action
	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Run Script Action, follow these steps:
	1. Select Create>System Tools>Run Script.
	2. Choose a script for QuicKeys to launch. Use the Browse button to navigate through your directo...
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 116: The Run Script Action Properties dialog

	4. If you want to choose a hot key to trigger this Action, click on the Hot key box and press the...
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor and press the hot key or other trigger you assigned to this Action. ...



	Run Script Options
	Deleting Run Script Actions
	To delete a QuicKeys Run Script Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Select Menu
	Setting Up Select Menu Actions
	Using the Setup Wizard
	Figure 117: This dialog appears when you click the Select Menu button in the Setup Wizards tab an...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Select Menu Action, follow these steps:
	1. Select Create>System Tools>Select Menu.
	2. Specify the menu item you want QuicKeys to locate when this Action is triggered.
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 118: The Select Menu Action Properties dialog appears when you choose the Select Menu Acti...

	4. If you want to choose a hot key to trigger this Action, click on the Hot key box and press the...
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor and press the hot key or other trigger you assigned to this Action. ...



	Select Menu Options
	Figure 119: In this illustration, the Select Menu Action is being used to select the Word Wrap op...
	Figure 120: This is an example of the program system menu for Microsoft Excel.
	Figure 121: This is an example of the document system menu for Microsoft Excel.
	Figure 122: The Windows Start menu

	Deleting Select Menu Actions
	To delete a Select Menu Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Set System Clock
	Setting Up Set System Clock Actions
	Using the Setup Wizard
	Figure 123: This dialog appears when you click the Set System Clock button in the Setup Wizards t...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Set System Clock Action, follow these steps:
	1. Select Create>System Tools>Set System Clock.
	2. Specify how you want to set your system clock. You can choose to set it by a selected remote t...
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 124: The Set System Clock Action Properties dialog appears when you choose the Set System ...

	4. If you want to choose a hot key to trigger this Action, click on the Hot key box and press the...
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor and press the hot key or other trigger you assigned to this Action. ...



	Set System Clock Options
	Figure 125: The Remote Time Servers dialog

	Deleting a Set System Clock Action
	To delete a QuicKeys Set System Clock Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Using System Specials
	Setting Up System Specials Actions
	Using the Setup Wizard
	Figure 126: This dialog appears when you click the System Specials button in the Setup Wizards ta...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a System Specials Action, follow these steps:
	1. Select Create>System Tools>System Specials.
	2. Specify which basic computer task you want to automate.
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 127: The System Specials Action Properties dialog appears when you choose the System Speci...

	4. Select a trigger for this Action.
	5. Click OK.
	6. Close the QuicKeys Editor and press the hot key or other trigger you assigned to this Action.



	System Specials Options
	Deleting a System Specials Action
	To delete a System Specials Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Type Keystroke
	Setting Up Type Keystroke Actions
	Using the Setup Wizard
	Figure 128: This dialog appears when you click the Type Keystroke button in the Setup Wizards tab...

	Using the Action Properties Dialog
	To use the Actions Properties dialog to create or edit a Type Keystroke Action, follow these steps:
	1. Select Create>System Tools>Type Keystroke.
	Figure 129: The Type Keystroke Action Properties dialog appears when you select the Type Keystrok...

	2. Type the keystroke you want to replace in the Action- specific properties pane of the dialog.
	3. In the Name box of the Action Properties dialog, a name is automatically assigned to the Actio...
	4. Click on the Hot key box and press the key(s) you want to use to trigger this Action.
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor and press the hot key you assigned to this Action. The hot key you s...



	Type Keystroke Options
	Deleting a Type Keystroke Action
	To delete a Type Keystroke Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Window Handler
	Setting Up Window Handler Actions
	Using the Setup Wizard
	Figure 130: This dialog appears when you click the Window Handler button in the Setup Wizards tab...

	Using the Action Properties Dialog
	To use the Actions Properties dialog to create or edit a Window Handler Action, follow these steps:
	1. Select Create>System Tools>Window Handler.
	Figure 131: The Window Handler Action Properties dialog appears when you select the Window Handle...

	2. Select the type of window you want to manipulate and then choose the Action you want to perfor...
	3. In the Name box of the Action Properties dialog, a name is automatically assigned to the Actio...
	4. Click on the Hot key box and press the key(s) you want to use to trigger this Action.
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor and press the hot key you assigned to this Action.



	Window Handler Options
	All Windows
	Figure 132: Cascading windows
	Figure 133: Horizontally tiled windows
	Figure 134: Vertically tiled windows

	Active Window
	Specified Window

	Deleting Window Handler Actions
	To delete a QuicKeys Window Handler Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.




	Chapter�9

	Using Screen Tools
	Screen Capture
	Setting Up the Screen Capture Action
	Using the Setup Wizard
	Figure 135: This dialog appears when you click the Screen Capture button in the Setup Wizards tab...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Screen Capture Action, follow these steps:
	1. Select Create>Screen Tools>Screen Capture.
	2. Choose what part of the screen you want to capture and then choose how you want to save the im...
	Figure 136: This dialog appears when you click the Screen Capture button in the Setup Wizards tab...

	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	4. If you want to trigger this Action from the QuicKeys menu, click the Include in QuicKeys menu ...
	5. Click OK. Your new Action immediately appears in the My Actions tab.
	6. Close the QuicKeys Editor and select the Screen Capture Action from the QuicKeys menu.



	Screen Capture Options
	Deleting Screen capture Actions
	To delete a Screen Capture Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.



	Screen Saver
	Setting Up the Screen Saver Action
	Using the Setup Wizard
	Figure 137: This dialog appears when you click the Screen Saver button in the Setup Wizards tab a...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Screen Saver Action, follow these steps:
	1. Select Create>Screen Tools>Screen Saver.
	2. Choose a Screen Saver option. If you choose Select screen saver, you must specify which screen...
	Figure 138: This dialog appears when you click the Screen Saver button in the Setup Wizards tab a...

	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	4. If you want to trigger this Action from the QuicKeys menu, click the Include in QuicKeys menu ...
	5. Click OK. Your new Action immediately appears in the My Actions tab.
	6. Close the QuicKeys Editor and select the Screen Saver Action from the QuicKeys menu.



	Screen Saver Options
	Deleting Screen Saver Actions
	To delete a Screen Saver Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.



	Screen Settings
	Setting Up the Screen Settings Action
	Using the Setup Wizard
	Figure 139: This dialog appears when you click the Screen Settings button in the Setup Wizards ta...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Screen Settings Action, follow these steps:
	1. Select Create>Screen Tools>Screen Settings.
	2. Choose a screen setting from the Action-specific properties pane of the dialog.
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	4. If you want to trigger this Action from the QuicKeys menu, click the Include in QuicKeys menu ...
	Figure 140: The Screen Settings Action Properties dialog appears when you select the Screen Setti...

	5. Click OK. Your new Action immediately appears in the My Actions tab.
	6. Close the QuicKeys Editor and select the Screen Settings Action from the QuicKeys menu. The sc...



	Screen Settings Options
	Deleting Screen Setting Actions
	To delete a QuicKeys Screen Settings Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is immediately cleared from the Actions list.



	Chapter�10

	Using Multimedia Tools
	CD/DVD
	Setting Up a CD/DVD Action
	Using the Setup Wizard
	Figure 141: This dialog appears when you click the CD/DVD button in the Setup Wizards tab and cho...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a CD/ DVD Action, follow these steps:
	1. Select Create>Multimedia Tools>CD/DVD.
	2. Choose an option from the Action-specific properties pane of the dialog. For example, select P...
	Figure 142: The CD/DVD Action Properties dialog appears when you select the CD/DVD Action from th...

	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	4. If you want to choose a hot key to trigger this Action, click in the Hot key box and press the...
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor and press the hot key or other trigger you assigned to this Action.



	CD/DVD Options
	Deleting CD/DVD Actions
	To delete a QuicKeys CD/DVD Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Play Sound
	Setting Up a Play Sound Action
	Using the Setup Wizard
	To use the Setup Wizard with the Play Sound Action:
	1. Select View>Options.
	2. Verify the Always use Setup Wizards for editing check box is selected in the Options dialog an...
	Figure 143: This dialog appears when you have “Always use Setup Wizards for editing” checked in t...

	3. Back in the QuicKeys Editor, select Multimedia from the Create menu.
	4. Select Play Sound in the Multimedia submenu.
	5. The Setup Wizard appears to lead you through the process of setting up the Play Sound Action.


	Using the Advance Properties Dialog
	To use the Action Properties dialog to create or edit a Play Sound Action, follow these steps:
	1. Select Create>Multimedia Tools>Play Sound.
	Figure 144: The Play Sound Action Properties dialog appears when you select the Play Sound Action...

	2. Choose a sound file using the Browse button in the Action- specific properties pane of the dia...
	3. Click the Test button if you want to try out the select sound file.
	4. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	5. If you want to trigger the Play Sound Action from the QuicKeys menu, click the Include in Quic...
	6. Click OK. Your new Action appears in the My Actions tab.
	7. Close the QuicKeys Editor and select the new Play Sound Action using the trigger you specified.



	Play Sound Options
	Deleting Play Sound Actions
	To delete a QuicKeys Play Sound Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Set Audio Volume
	Setting Up a Set Audio Volume Action
	Using the Setup Wizard
	Figure 145: This dialog appears when you click the Set Audio Volume button in the Setup Wizards t...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Set Audio Volume Action, follow these steps:
	1. Select Create>Multimedia Tools>Set Audio Volume.
	2. Choose an option from the Action-specific properties pane of the dialog. For example, choose M...
	Figure 146: The Set Audio Volume Action Properties dialog appears when you select the Set Audio V...

	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	4. If you want to choose a hot key to trigger this Action, click in the Hot key box and press the...
	5. Click OK. Your new Action appears in the My Actions tab.
	6. Close the QuicKeys Editor and press the hot key or other trigger you assigned to this Action.



	Set Audio Volume Options
	Deleting Audio Volume Actions
	To delete a QuicKeys Set Audio Volume Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is cleared from the Actions list.



	Chapter�11

	Using Network Tools
	Choose Printer
	Setting Up the Choose Printer Actions
	Using the Setup Wizard
	Figure 147: This dialog appears when you click the Choose Printer button in the Setup Wizards tab...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Choose Printer Action, follow these steps:
	1. Select Create>Network Tools>Choose Printer.
	2. Choose a printer from the Action-specific properties pane of the dialog.
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	4. If you want to choose a hot key to trigger this Action, click in the Hot key box and press the...
	Figure 148: The Action Properties dialog

	5. Click OK. Your new Action immediately appears in the My Actions tab.
	6. Close the QuicKeys Editor and press the hot key or other trigger you assigned to this Action. ...



	Choose Printer Options
	Deleting Choose Printer Actions
	To delete a QuicKeys Choose Printer Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is immediately cleared from the Actions list.



	Dial-Up Networking
	Setting Up Dial-Up Networking Actions
	Using the Setup Wizard
	Figure 149: This dialog appears when you click the Dial-Up Networking button in the Setup Wizards...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Dial- Up Networking Action, follow these ...
	1. Select Create>Network Tools>Dial-Up Networking.
	Figure 150: The Dial-Up Networking Action Properties dialog appears when you select the Dial-Up N...

	2. Choose an option from the Action-specific properties pane of the dialog. For example, select C...
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	4. If you want to trigger this Action from the QuicKeys menu, select the Include in QuicKeys menu...
	5. Click OK. Your new Action immediately appears in the My Actions tab.
	6. Close the QuicKeys Editor and trigger the Action from the QuicKeys menu or with whatever trigg...



	Dial-Up Networking Options
	Deleting Dial-Up Networking Actions
	To delete a QuicKeys Dial-Up Networking Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is immediately cleared from the Actions list.



	Network Drives
	Setting Up the Network Drives Action
	Using the Setup Wizard
	Figure 151: This dialog appears when you click the Network Drives button in the Setup Wizards tab...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Network Drives Action, follow these steps:
	1. Select Create>Network Tools>Network Drives.
	2. Choose a network drive from the Action-specific properties pane of the dialog.
	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	Figure 152: The Network Drives Action Properties dialog appears when you select the Network Drive...

	4. If you want to trigger this Action from the QuicKeys menu, select the Include in QuicKeys menu...
	5. Click OK. Your new Action immediately appears in the My Actions tab.
	6. Close the QuicKeys Editor and trigger the Network Drives Action from the QuicKeys menu or with...



	Network Drives Options
	More About Network Drive Actions

	Deleting Network Drive Actions
	To delete a QuicKeys Network Drives Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is immediately cleared from the Actions list.




	Chapter�12
	Instant E-mail
	Setting Up Instant E-mail Actions
	Using the Setup Wizard
	Figure 153: This dialog appears when you click the Instant E-mail button in the Setup Wizards tab...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit an Instant E-mail Action, follow these steps:
	1. Select Create>Internet Tools>Instant E-mail.
	2. Select an option from the Action-specific properties pane of the dialog. For example, choose C...
	Figure 154: The Instant E-mail Action Properties dialog appears when you select the Instant QuicK...

	3. If you would like to restrict the functionality of this Action to your E-mail program, select ...
	4. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	5. If you want to choose a hot key to trigger this Action, click in the Hot key box and press the...
	6. Click OK. Your new Action immediately appears in the My Actions tab.
	7. Close the QuicKeys Editor.
	8. Press the hot key or other trigger you assigned to the Instant E-mail Action. Your E-mail soft...



	More About Instant E-mail
	Instant E-mail Options
	Deleting Instant E-mail Actions
	To delete an Instant E-mail Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is immediately cleared from the Actions list.



	Web Launcher
	Setting Up Web Launcher Actions
	Using the Setup Wizard
	Figure 155: This dialog appears when you click the Web Launcher button in the Setup Wizards tab a...

	Using the Action Properties Dialog
	To use the Action Properties dialog to create or edit a Web Launcher Action, follow these steps:
	1. Select Create>Internet Tools>Web Launcher.
	2. Select the option you want to use in the Action-specific properties pane of the dialog. For ex...
	Figure 156: The Web Launcher Action Properties dialog appears when you select the Web Launcher Ac...

	3. In the General tab of the Action Properties dialog, a name is automatically assigned to the Ac...
	4. If you want to choose a hot key to trigger this Action, click in the Hot key box and press the...
	5. Click OK. Your new Action immediately appears in the My Actions tab.
	6. Close the QuicKeys Editor.
	7. Press the hot key or other trigger you assigned to this Action. The Web site you specified sho...


	Cut and Paste URLs
	1. Copy a URL to the system clipboard using the Control+C key combination.
	2. Open the QuicKeys Editor.
	3. Paste the URL into QuicKeys by pressing the Control+V key combination. A pre-filled Web Launch...
	4. Select a trigger for the Action and click OK.


	Web Launcher Options
	Figure 157: Open an Internet Explorer Favorite or a Netscape Bookmark from the Web Launcher brows...

	Deleting Web Launcher Actions
	To delete a Web Launcher Action:
	1. Select the My Actions tab in the QuicKeys Editor.
	2. Right-click the Action you want to delete.
	3. Select Delete from the context menu that appears.
	4. Choose Yes at the Confirm Delete prompt. The Action is immediately cleared from the Actions list.



	Chapter�13


	Building Sequences
	Figure 158: This example illustrates how QuicKeys Sequences can simplify routine, multi-step tasks.
	Overview of Sequences
	Using Sequences in Information Systems
	Figure 159: A Sequence for system administrators.
	How the Sequence Was Created
	Create an Open Action
	1. Create an Open Action and choose to open Outlook Express with a hot key trigger.
	1. Open Outlook Express with the hot key you just assigned to it. Select Start Recording from the...
	2. Press Alt+T to display the Tools menu.
	3. Use your mouse to select Accounts from the Tools menu.
	4. Click on the Mail tab in the Internet Accounts dialog.
	5. Select the account you want to change and click the Properties button.
	6. Click the Stop button on the Recording toolbar. The Sequence Editor appears.
	7. Name the Sequence Change E-mail Identity and click the Save & exit button. At this point, the ...
	1. Select Start Recording from the QuicKeys menu.
	2. When you see the Recording toolbar, type a different server name in the Mail account box of th...
	3. Press the Tab key to move down to the Name box. Type the name you want to use as your “new” id...
	4. Press the Tab key twice to move down to the E-mail address box. Type the E-mail address you wa...
	5. Press the Enter key to select the OK button.
	6. Click the Close button in the Internet Accounts dialog.
	7. Press the Stop recording button on the Recording toolbar. The Sequence Editor appears.
	8. Click the Save & exit button. By default, the second recording you created is called New Recor...
	1. Now, it’s time to put the final Sequence together. Open the QuicKeys Editor so the Actions tab...
	2. Open the Change E-mail Identity Sequence by double-clicking it in the Actions tab.
	3. In the Sequence Editor, position the insertion line at the first step of the Sequence.
	4. Position the My Actions tab so it’s tiled vertically alongside the Sequence Editor.
	5. Drag-and-drop the Open Outlook Express Action from the QuicKeys Editor Actions tab to the Sequ...
	6. Move the insertion line to the last step of the Sequence.
	7. Drag-and-drop the New Recording Sequence you recorded last to the last step of the Sequence Ed...
	8. Assign F3 as the hot key that triggers the Change E-mail Identity Sequence.
	9. Close out of Outlook Express and press F3. QuicKeys should launch the program and change the A...



	Using Sequences as a Webmaster

	The Typical Webmaster Toolkit
	Solutions for Webmasters
	Figure 160: This Sequence launches CuteFTP and logs into a commonly- used FTP directory.

	How the Sequence Was Created
	1. Create an Open Action and choose to open CuteFTP. Use the instructions on page�87 if you need ...
	2. Name the Action and assign it a trigger.
	1. Open CuteFTP with the trigger you just assigned to it.
	2. Select Start Recording from the QuicKeys menu.
	3. In the Site Manager window, open the Personal FTP Sites directory in the left pane.
	4. In the right pane of the Site Manager, select the FTP site you want open.
	5. Press Enter to connect to the site.
	6. Click the OK button in the Login Messages window to close the window. The main CuteFTP dialog ...
	7. Press the Stop button on the Recording toolbar.
	8. The Sequence Editor appears. Name the FTP Sequence FTP Login and assign it a trigger.
	9. Click the Save & Exit button to save your new Sequence and close the Sequence Editor.
	1. Now, it’s time to put the final Sequence together. Open the QuicKeys Editor so the My Actions ...
	2. Display the Sequence Editor by double-clicking the FTP Login Sequence in the My Actions tab.
	3. In the Sequence Editor, position the insertion line at the first step of the Sequence.
	4. Position the My Actions tab so it’s tiled vertically alongside the Sequence Editor.
	5. Drag-and-drop the Open CuteFTP Action from the QuicKeys Editor My Actions tab to the first ste...
	6. Click the Save & Exit button in the Sequence Editor to save your changes.
	7. Close out of CuteFTP and press the trigger you assigned to this Sequence. QuicKeys should laun...

	Using Sequences with Database Programs
	Figure 161: A Sequence that automates logging into a database program.
	How the Sequence Was Created

	Recording Sequences
	Figure 162: The Recording palette

	The Sequence Editor
	Figure 163: The Sequence Editor
	The Actions Toolbar
	The Result Column
	The Repeat Tab
	Figure 164: The Repeat tab appears in the upper half of the Sequence Editor.

	Printing Sequence Steps
	Closing the Sequence Editor

	Creating Sequences Without Recording
	Using the Result Handling Feature

	Sequence Icon
	Definition
	Result Handling Example
	Figure 165: A Sequence that uses Result Handling to add or delete information in a database.
	How this Sequence Was Created

	Editing Sequences
	Figure 166: This error dialog reveals which Sequence step failed.
	Inserting Steps
	The Create Menu

	Rearranging Steps in the Sequence
	Renaming Sequences
	Deleting Sequence Steps
	Sequence Tips

	Subordinate Sequences
	Creating Subordinate Sequences
	How a Sub-Sequence Works
	Figure 167: This Sequence contains two Sub-Sequences.
	1. Press F11. A window appears with instructions to click OK to go to Sequence One or Cancel to g...
	2. Click OK to start the Sequence. Click Cancel to start Sequence Two.
	Figure 168: This window appears when you trigger a Sequence like the one shown in Figure�167. Dep...


	Sub-Sequence Editor
	Figure 169: Open the Sub-Sequence Editor by selecting Sequence from the Create menu in the Sequen...
	General Tab
	Repeat Tab
	Step Results Tab


	Saving Sequences
	Triggering Sequences
	Figure 170: The Playback toolbar
	Figure 171: This dialog appears when your Sequence has completed successfully.
	Editing Failed Sequences
	Figure 172: This dialog appears when a sequence fails.

	Playback Options
	Deleting Sequences

	Sequence Tools
	Check Condition
	To insert a Check Condition Action into a Sequence:
	1. Open the Sequence in which you want to insert a Check Condition Action.
	2. Click the step where you want to insert the Check Condition Action.
	3. Select Create>Sequence Tools>Check Condition.
	4. Complete the Sequence Action Properties dialog that appears and click OK. See the Check Condit...

	Check Condition Options
	Figure 173: The Check file Action Properties
	Figure 174: The Check folder Action Properties
	To use the Window Finder:
	1. Open the window you want to examine in your Sequence.
	2. Open the dialog shown in Figure�175. The window you opened in step�1 should now be behind the ...
	3. Click your mouse on the Window Finder tool in the Action Properties dialog, and when your curs...
	4. Release the Window Finder cursor when it is positioned over the window you want to use in your...
	Figure 175: The Check window Action Properties
	Figure 176: The Check window control Action Properties
	Figure 177: The Check clipboard Action Properties
	Figure 178: The Check program Action Properties
	Figure 179: Check for specific date and/or time
	Figure 180: Run an executable from an installed file or from a specified file.


	To create the QKScripts directory and install your script(s):
	1. Create a folder called “QKScripts” in your QuicKeys directory. The path of the folder should b...
	2. Copy your executable(s) into the QKScripts folder.
	3. Click the Installed file option and select the executable file you wish to use for this condit...



	Message
	To insert a Message Action into a Sequence:
	1. Open the Sequence in which you want to insert a Message Action.
	Figure 181: The Action Properties dialog for the Message Sequence tool

	2. Position the insertion line in the location you want to insert the Message Action.
	3. Select Create>Sequence Tools>Message.
	4. Complete the Sequence Action Properties dialog that appears and click OK.

	Message Options

	Password Vault
	Using Password Vault
	To insert a Password Vault Action into a Sequence:
	1. Open the Sequence in which you want to insert a Password Vault Action.
	2. Position the insertion line in the location you want to insert the Password Vault Action.
	3. Select Create>Sequence Tools>Password Vault.
	4. Complete the Sequence Action Properties dialog shown in Figure�182 and click OK.
	Figure 182: The Action Properties dialog for the Password Vault Sequence tool



	Password Vault Options

	Pause
	Using Pause
	1. Open the Sequence in which you want to insert a Pause Action.
	2. Position the insertion line in the location you want to insert the Pause.
	3. Select Create>Sequence Tools>Pause.
	4. Complete the Sequence Action Properties dialog shown in Figure�183 and click OK.
	Figure 183: The Action Properties dialog for the Pause Sequence tool


	Pause Options

	QuicKeys Event Logger
	Figure 184: The QuicKeys Event Logger Action Properties

	Select Items in Dropdown List
	Figure 185: The Dropdown list Action Properties
	Select Items in Dropdown List Options

	Select Items in List
	Figure 186: The Select Items Action Properties
	Select Items in List Options

	Switch Tabs
	Figure 187: The Switch Tabs Action Properties
	Switch Tabs Options

	Wait for User Input
	Figure 188: The Wait for User Input Action Properties

	Wait for Window
	Using Wait for Window
	To insert a Wait for Window Action into a Sequence:
	1. Open the Sequence in which you want to insert a Wait for Window Action.
	Figure 189: The Action Properties dialog for the Wait for window Sequence tool.

	2. Position the insertion line in the location you want to insert the Wait for Window Action.
	3. Select Create>Sequence Tools>Wait for window.
	4. Complete the Sequence Action Properties and click OK.


	Wait for Window Options
	Figure 190: The Window Properties dialog


	Window Selector
	To insert a Window Selector Action into a Sequence:
	1. Open the Sequence in which you want to insert a Window Selector Action.
	Figure 191: The Action Properties dialog for the Window Selector Sequence tool.

	2. Position the insertion line in the location you want to insert the Window Selector Action.
	3. Select Create>Sequence Tools>Window Selector.
	4. Complete the Sequence Action Properties dialog and click OK.

	Window Selector Options


	Clearing Selected Hot Keys
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	Tips
	Troubleshooting
	Multi-User Workstations
	Appendix�b:

	Creating Custom Toolbar Icons
	Using Bitmap Images
	1. Right-click the icon you want to replace on the toolbar and select Set icon from bitmap. A sta...
	2. Navigate to the bitmap image you want to use
	3. Select the bitmap image and click Open. The bitmap image appears as a button on your QuicKeys ...
	Restoring Default Icons

	Creating an Icon
	To create an icon:
	1. Open the Paint program that is installed with standard installations of Windows.
	2. Select Attributes from the Image menu.
	Figure 192: The Attributes dialog

	3. In the Attributes dialog, type 32 in the Width and Height fields.
	4. Select Pels in the Units area to use Pixels as your unit of measurement.
	5. Select whether you want to use black and white or colors in your icon.
	6. Click OK when you are done. A blank square appears in the Paint dialog.
	7. Use the tools in the Paint program’s tool palette to create an image.
	Figure 193: The icon in this example was created with the circle tool, the line tool, and the pen...

	8. Select Save as from the File menu.
	9. Navigate to the location on your hard drive where you want to save this icon.
	10. Type a name for the icon in the File name box. For example, type greenface.ico to mark the fi...
	11. Select 24-bit Bitmap from the Save as type drop-down list.
	12. Click Save. The new icon is saved to the location you specified.


	Setting the Icon in Quickeys
	To set a custom toolbar icon:
	1. Right-click a button on an open toolbar.
	Figure 194: The toolbar button menu

	2. Select Set icon from file.
	3. Click the Browse button in the Select Icon dialog.
	4. Navigate to the custom icon you just created.
	5. Choose the icon and click Open. The Select Icon dialog appears.
	6. Select the icon in the Select Icon dialog and click OK. The new icon appears immediately on th...
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