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Computer and keyboard shortcuts, tips (most specific for Mac users)

EUDORA


• Word some are hearing is that Eudora is no longer supported by company that bought it; currently still up on ITS website but seems like it will be phased out; people can continue to use this email client, but it will probably not be installed on new computers and will eventually be replaced by another client (Apple Mail, Thunderbird, ??)

• Eudora seems to be working well in conjunction with DivData (Filemaker 5.0), but is not working as well with databases created in Filemaker 8.0. (Thunderbird also does not work well with Filemaker 8.0 on Macs; works okay on PCs).

• Option to rename email in subject line. After opening an individual e-mail you can highlight the “subject” box and type in a new description as the subject (be aware that the subject name will revert to the original if you forward this same email on to another person).

• “Redirect” email rather than “Forward.” 

Select or open an individual email. Menu bar: Message ( Redirect.

This new message will be sent from the original sender (by way of you) in the “From:” line. Replies to this new message will go to the original sender, not you. Use it when asked to forward a message on to your faculty, for example.

• Ask for IT assistance to change your email from “POP” to “IMAP”. IMAP is recommended if you retrieve email from more than one computer; IMAP is not recommended for Eudora users (according to ITS website).

OTHER TOPICS

• Use function keys to manage your desktop:

F9 will shrink all windows open on your desktop so you can see every one of them; click on one to bring it to the front as all windows snap to full size. 

F11 will move all windows off the desktop so you can see the various icons on your desktop. Click on one of the windows (tucked off to each side) to bring all back to the desktop view.

• Dashboard & widgets

Click on your Dashboard, then click on the + sign in left corner. This will open all your widgets along bottom of your desktop. There are three screens full of widgets (and another, mostly free, 3,000+ widgets available online) to select from. Just click on one (Dictionary is good) and it will be added to your Dashboard. Experiment by clicking on different functions in each widget. Small “i” in lower right corner will give info about other functions of most widgets. Have fun with this cool tool.

• Trackpad (laptops) clicking options

Go into your System Preferences (Menu bar: ((System Preferences ( Keyboard & Mouse ( Trackpad). Various options for clicking, scrolling and dragging.

• Go to individual applications in your Dock to set preferences for which apps you want to open at startup (click and hold on each application icon to display choices: Remove from Dock, Open at Login, Display in Finder, Open).

• Toggle through numbers of windows (or documents) open in same application:

Control/Backtick  (`)   (Backtick is key next to #1 key)

• Surf Safari without any tracking of your surfing (no cookies, cache, history, etc):
Menu bar: Safari(Private Browsing

• Set “Preferences” for your CruzTime account:

Menu bar: Tools(Access Rights . . .

Set which individuals (designates) have access to your calendar, determine what is shown on normal, personal and confidential entries, how your tasks are or are not displayed.

• Access symbols

Menu bar: ((System Preferences(International(Input Menu

Select “Character Palette” and/or Keyboard Viewer. A U.S. flag icon will appear in your menu bar. Pull down to select either:

Character Palette: will show all symbols available to add to your documents

Keyboard Viewer: will show a picture of your keyboard; hold down the “Option” key and keys on the virtual keyboard will show where symbols are located (you hold the “Option” key on your real keyboard and the indicated key to type the symbol). “Command” + “Option” will show new set of symbols.

• Print full reports from AIS, Cognos or other web-based systems:

Pull up desired report (class list, delinquent narratives, Cognos report); “Print”; in print dialogue box select drop down menu under Copies & Pages; select the browser that you are using; select appropriate option(s) and print or save as PDF at this point. Report will be formatted and include all pages in the report.

• Symbols for future tips (cut & paste):      (
