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This article discusses:
e the location and function of At Ease nmenus and conmands
* keyboard equival ents for nenu commuands.

DI SCUSSI ON = = = = = = = = = 2 @ xf st o et el

The nmenus are located in a bar across the top of the screen

Dependi ng on what nenus were selected for you when you were registered to use
At Ease, you will either have mniml nmenus or full menus.

e Mnimal menus contain the only commands that are always available in al nost
any situation, like Close, Qit, and Restart. They do not include the ones
marked "optional" in the following list.

e Full nenus include all of the commands di scussed here.

The keyboard equi val ents allow you to execute the comuands wi t hout pulling
down menus. They require that you hold down the indicated keys simultaneously.

(Inthis article, the key used to activate keyboard equivalents is called the
Appl e key because the keycap is |labeled with the Apple logo. It is sonetines
referred to as the Command key.)

THE FI LE MENU

If you have access to full nmenus, you will see a nmenu with ten itens init. If
you have access to mninmal nenus, you will see a nenu with two itens, C ose
and Quit.
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New Fol der (optional)

» Keyboard Shortcut: Apple-key, N

This command all ows you to create new folders on your user panel. After a new
folder is created, you can save new docunents to it, but you can't nove any
docunents that were previously created into the new fol der.

To create a new fol der:

1) If necessary, click the tab of your user panel to bring it to the
f oreground.

2) Choose New Folder fromthe File nenu.

3) Type in a nane for the new folder, then click New Folder. A button for the
new folder will appear on your user panel.

Open O her (optional)

* Keyboard Shortcut: Apple-key, O

This command all ows you to open prograns or docunents. |f you have access
privileges to open items anywhere, you can open any item on any disk using
this command. If not, this command | ets you open only those itens on your user
panel .

To open an item

1) Choose Open OGther fromthe File menu.

2) |If necessary, use the pop-up menu (above the window with the list of itens)
to nove to a different level or a different disk.

3) dick on the itemyou want to open, then click Open. The Open O her screen
di sappears and the wi ndow of the selected item appears.

* Keyboard Shortcut: Apple-key, W

This command all ows you to close any window that is currently open. It does
not close the At Ease Itenms panel or the User |tens panel.

Renanme (optional)
» Keyboard Shortcut: Apple-key, R

This conmand all ows you to rename any docunent or folder on your user panel.

1) If necessary, click the tab of the user panel to bring it to the
f or egr ound.
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2) Choose Renane fromthe File nenu.

3) dick on the itemyou want to renane, then click Renane.

4) Type a new nane for the itemin the text box, then click Renane.
Del ete (optional)

* Keyboard Shortcut: Apple-key, D

This command all ows you to del ete any docunent or folder on your user panel.
Deleting a folder also deletes its contents pernanently.

To delete an item

1) If necessary, click the tab of the user panel to bring it to the
f or eground.

2) Choose Delete fromthe File nenu.

3) Select the itemyou want to delete by clicking on it.
4) dick Delete.

5) To pernmanently delete the item click del ete again.
Get Info (optional)

» Keyboard Shortcut: Apple-key, |

This conmmand give you infornmation about any itemon either At Ease panel. To
get information about an item

1) dick the tab of the panel that contains the itemyou want infornmation
about .

2) Choose Get Info fromthe File nenu.

3) Select the itemyou want information about by clicking it, then click Get
Info. An information box appears for you to read.

4) dick OK when you're done review ng the information.

Find (optional)

-KeyboardShortcut Appl e- key, F

This command hel ps you find items on either At Ease panel. To find an item

1) Choose Find fromthe File nenu.

2) Type the nane (or part of the nane) of the itemyou' re |looking for in the
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text box. Be sure, if you type the whole name, to type it exactly,
i ncl udi ng spaces and punctuati on.

3) dick Find.
4) Select the nane of the itemyou' re | ooking for fromthe Iist shown.
Informati on about the itemw || appear belowit, and the Go To button will

becone acti ve.

5) dick Go To, and the Find screen disappears. You will see the panel where
the itemis located, and its button will flash.

Copy to Floppy (optional)

e No Keyboard Short cut

This command allows you to copy itens fromyour user panel onto a floppy disk.
To copy onto a floppy disk:

1) If necessary, click the tab of the user panel to bring it to the
f or eground.

2) Choose Copy to Floppy fromthe File menu. If there is not a floppy disk in
the drive, At Ease will pronpt you to insert one.

3) Select the itemyou want to copy. To select nore than one item hold down
the shift key while you click each nane.

4) dick Copy. At Ease will show you the progress of the copying process. \Wen
t he nessage di sappears, the process is conplete.

Copy From Fl oppy (optional)

* No Keyboard Short cut

This command allows you to copy itens froma floppy disk onto your user panel
To copy froma floppy disk:

1) If necessary, click the tab of the user panel to bring it to the
f or egr ound.

2) Choose Copy From Fl oppy fromthe File nenu.
3) Select the itemor itens you want to copy.

4) dick Copy. A nessage appears show ng the progress of the copying process.
When t he nessage di sappears, the process is conplete.

Qui t

e Keyboard Shortcut: Apple-key, Q

This command returns you to the At Ease Wl cone screen. Fromthere you can
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shut down the conputer, or another user can start up with At Ease. (If there
is only one At Ease user, this comand does not appear.)

THE EDI' T MENU

* Keyboard Shortcuts:

Undo: Appl e- key, Z
Cut : Appl e- key, X
Copy: Appl e-key, C
Past e: Appl e- key, V
Select All: Apple-key, A

Al users see the same Edit menu conmands. The commands work the same as those
in an application's Edit menu. They are avail abl e when you have sel ected a
conmand that asks you to enter text (such as Renane or Find in the File nenu).

THE VI EW MENU

* No Keyboard Shortcuts

You will only have access to the View conmands if you have full nmenu access
privileges. These commands | et you change the way itens on either At Ease
panel are organized. To change your view

1) dick the tab of the panel whose organi zati on you want to change.
2) Choose a view fromthe view nenu. There are four options:
e By Nane -- organizes the itens al phabetically.

* By Size -- organizes the itens according to size, starting with the
| argest. When the pointer noves over an itemin the View By Size node
the items size is displayed belowits nane.

* By Kind -- organizes the itens in al phabetical order by category
(application, docunent, etc.). Also docunents are organi zed by the
application in which they were created. Wen the pointer noves over an
itemin the View By Kind node, the items kind is displayed belowits
nare.

e By Date -- organizes itens by the date they were last nodified, starting
with the nost recent. Wen the pointer noves over an itemin the View
By Date node, the date the itemwas |ast nodified is displayed belowits
nare.

THE SPECI AL MENU

What commands you may see depends on your nmenu access privil eges.

Turn Sound O f

* No Keyboard Short cut
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This command |l ets you turn off the sounds At Ease nakes when executing tasks
like turning a page, clicking a button, etc. Wen you select Turn Sound O f,
t he menu command becones Turn Sound On.

Ej ect Di sk

» Keyboard Shortcut: Apple-key, E

This conmmand lets you eject a floppy disk. If there is nmore than one disk
present, you will see a list of disks to choose from If there is only one
di sk, the conmand will read "E ect <disk nane>".

Go To At Ease Setup (may require a password)

e No Keyboard Short cut

This command takes you to the At Ease Setup program where access privil eges
can be set. If the At Ease owner has set an administrator password, you wll
need to enter it to gain access.

Go To Finder (optional)

* No Keyboard Short cut

This command is available if you have the access privileges to switch to the
Fi nder. Choosing this command brings the Finder forward; At Ease will still be
running in the background. You can go back to At Ease by selecting Go To AT
Ease fromthe File menu of the Finder.

« No Keyboard Short cut

This command restarts the computer. Any floppy disks are ejected in this
process, and applications are automatically quit. The first thing you will see
when the conputer restarts is the At Ease wel cone screen

Shut Down

* No Keyboard Short cut

This command shuts down the conputer so that it is safe to switch off the
power. Any disks are ejected and applications quit.
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