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Chapter 1 — Getting Started

System Requirements

Verify that your computer meets the following system requirements before installing QuicKeys 4.
*  QuicKeys 4 requires Mac OS X version 10.5 or later.
* There are no minimum processor or RAM requirements for QuicKeys 4, but its
performance will directly relate to the speed and memory available. If you meet Apple’s

RAM requirements for Mac OS X, that is sufficient.

* 60 MB of free hard drive space is recommended. You will need more as you build a library of
QuicKeys shortcuts and clips.

* Certain features, such as automatic checking for QuicKeys updates, require an internet
connection.

Turning on Accessibility

QuicKeys 4 requires that your system’s

ACCCSSibility pI'CfCI‘CHCC be turned on. Access for assistive devices (required for
hot keys, abbreviations, and other
features) is not enabled in Universal
If it is not turned on, then any time you launch sl S
. . . . . preferences now?

QulCKeyS7 QulCKeyS Wlll prOVIde you Wlth the Check “Enable access for assistive devices" in the

. . . i fe 3
Opportunlty to go dlrectly to the Unlversal Universal Access preferences to enable

Access preference pane.

"1 Do not show this message again

" No \( Yes 3

To turn Accessibility on manually, follow these o
steps:

1. Select System Preferences from the Apple menu.

2. Select the Universal Access pane from the System category.

3. Check the Enable access for assistive devices check box.

4. Ifyou are prompted to do so, enter your administrator password.

5. Quit System Preferences.

QuicKeys 4 User Guide August 2009 5




Chapter 1— Getting Started

Installing QuicKeys

After downloading QuicKeys 4, your browser may unarchive it for you. If it does not, |
simply double-click the file named QuicKeys 4.zip. Then drag & drop the icon named
“QuicKeys” from your Downloads folder into your Applications folder. QuicKeys

To install QuicKeys 4 from the CD, simply open the CD and drag & drop the icon named
“QuicKeys” from there into your Applications folder on your hard drive.

If you are upgrading from a previous version, QuicKeys 4 will update your data the first time you

run it. But first, it will make a back up of your previous data and place it in a folder on the Desktop
called “QuicKeys Backup.” You may wish to move this folder to a safe place. If for some reason you
need to revert to an older version, refer to the instructions found in the “QuicKeys Backup” folder.

Opening QuicKeys

Launching QuicKeys 4 for the first time is as simple as double-clicking the QuicKeys application
icon that you copied to your Applications folder. When you launch QuicKeys 4 for the first time,
you must read and agree to the License & Limited Warranty Agreement.

When QuicKeys is running, its presence will be indicated by a black “Q” (known as the QuicKeys
Menu) up by your system clock in the menu bar. It will also show up in your Dock just like

any other running application. However, these behaviors can be changed through QuicKeys’
preferences.

Opening the QuicKeys Editor window can be accomplished in two ways. You can select QuicKeys
from the QuicKeys Menu up by your system clock, or you can click on the QuicKeys icon in the
Dock.

Note: If you quit the QuicKeys application, you will not be able to play the shortcuts or use the
toolbars or abbreviations that you have created. The QuicKeys Editor window, however, does not
need to be open.

Activating QuicKeys

The first time you run QuicKeys you will be asked to enter an activation key or to run in trial
mode. If you are upgrading from an older version, you may be asked to verify your upgrade
eligibility by entering the activation key for the version you are upgrading from. If you do not know
the activation key for your old version you can request your old key on our website in the Support
section.

You can also choose to run in trial mode. QuicKeys will run normally for 30 days in trial mode.
After 30 days, QuicKeys will remain fully functional, but you will be reminded occasionally that you
are still in trial mode before a shortcut will run or an abbreviation will complete.
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When you enter your activation key, QuicKeys will check back to our activation server to make
sure you are entering a valid key. Once your key is validated, QuicKeys will never contact the
activation server again. However, if QuicKeys is unable to contact our activation server and validate
the key, it will continue to occasionally try contacting the server in the background until it validates
your activation key:.

When activating you have two options: activate just for the currently logged in user, or for all users
on the computer. If you choose to activate QuicKeys for all users, you may be asked to enter an
admin user name and password.

Setting Up QuicKeys

QuicKeys Setup will walk you through setting up some key features so that you can get started
right away. QuicKeys Setup can also be opened by selecting QuicKeys Setup from the QuicKeys
application menu.

Open QuicKeys at Login - Select this preference if you want QuicKeys to launch when you log in to
your computer. If this preference is not selected, your shortcuts will not work until you've launched
QuicKeys manually.

Accessibility - The Mac OS X Accessibility system is how QuicKeys sees and controls the user
interface of other applications. If Accessibility is not enabled, many QuicKeys features will not
be able to work correctly. QuicKeys Setup checks to see if Accessibility is enabled. If it is not, the
Open Universal Access button will help you to enable it.

F1, F2, etc. & the fn key - This screen will only appear if your keyboard has an fn key and your
System Preferences are not set to use all F1, F2, etc. keys as standard function keys. This screen
warns you that you will need to either hold down the fn key when setting and using functions keys
as triggers, or you will need to change your System Preferences to not require the fn key. If you
choose to change your preferences, the Open Keyboard & Mouse button will take you there.

Advanced Features - If you do not need QuicKeys advanced features (controls for subscopes, step
results, and excluded applications), QuicKeys can be easier to use with these features hidden out of
the way. You can always choose to show these features later if you find you want them. Select this
option if you want to show them now:.

Add-Ons - Add-Ons allow QuicKeys to get additional information from some applications. The
Web Actions and Web Launcher actions need to get descriptions of elements of web pages or need
to know when web pages have finished loading. QuicKeys uses an Input Manager to load Add-Ons.
If you wish to install the Input Manager, click Install Input Manager. You can install or uninstall the
Input Manager in the Add-Ons pane of QuicKeys Preferences.
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Checking for QuicKeys Updates

QuicKeys can automatically check startly.com for updates to the product. When you select Check
tor Update from the QuicKeys application menu, the QuicKeys Update window appears. You can
set QuicKeys to check for updates automatically in the General pane of QuicKeys Preferences, or
you can return to this window from time to time to check for updates manually. If you choose to
check for updates automatically, you must specify how often QuicKeys checks.

About this Manual

This section discusses how this manual is organized and contains information on the conventions
used in this manual. Knowing how the manual is set up will help you use it more effectively.

Assumptions

This documentation assumes you have a working knowledge of the Mac OS X operating system and
accompanying hardware. For example, you should know how to use your mouse and how to open,
save, and close files. You should also be familiar with Mac OS X interface elements, such as buttons,
menus, icons, and the Dock. If you need assistance with Mac OS X use or terms, consult the Mac
OS help system or visit apple.com.

Organization

* Chapters 1-3 of this manual introduce you to QuicKeys and provide basic instructions for
installing and operating the software.

* Chapters 4-6 explore three major features of QuicKeys: Shortcuts, Abbreviations, and
Toolbars.

* Chapter 7 covers some major concepts of QuicKeys: Clips, Scope, Variables, and Functions.

* Chapters 8-14 describe each action type used in creating shortcuts and give point-by-point
explanations of each feature and control.

* Appendices cover QuicKeys Online and additional topics.

Conventions

* A right arrow symbol (>) indicates the hierarchy of menu and submenu options. For
example: Create > Files > Open Items.

* A forward slash ()) indicates the hierarchy of a file or folder path on your hard drive. For
example: <hard drive>/Applications/QuicKeys
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* Variable text is contained within angle bracket characters < and >. For example, “look in
your User folder, <user>/Library/QuicKeys, for your Shortcuts folder.”

Contextual Menu Terminology

Parts of QuicKeys use contextual menus. These menus, as their name suggests, change depending
on the context under which they are activated. Contextual menus are activated when you right-
click (multi-button mouse) or control-click (hold your keyboard’s control key down while clicking
with a single-button mouse) on a user interface element such as a shortcut name, editor toolbar, or
a scope. For the sake of brevity in this manual, the term “right-click” will be used when we want to
activate a contextual menu.

Modifier Keys

These symbols appear in this manual (and throughout Mac OS X) to represent modifier keys.
¥ Command
. Option
~ Control

4 Shift
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Basics

This section introduces the important concepts behind QuicKeys. It describes various components
of the QuicKeys 4 package, and how they interact. Take a few minutes to read this material and
gain a working vocabulary for the product. Once you have a handle on the fundamentals, you'll be
ready to dig in and start customizing your Macintosh.

Shortcuts

Shortcuts are the main way you automate your computer using QuicKeys. Shortcuts are very
powerful, but are easy to make. That’s because QuicKeys can make them for you by recording
practically anything you can do. All you have to do is tell QuicKeys when to start recording and
when to stop recording. QuicKeys will then make a new shortcut containing steps that reproduce
your actions.

Of course if you want, you can always create and edit shortcuts by hand. It’s not difficult. You can
even manually edit shortcuts which were created with the recording feature.

QuicKeys 4 comes with a number of predefined shortcuts that perform several useful functions.
These are a good starting point and reference. Look them over as you explore the product—they’ll
give some insight into what can be done with QuicKeys. As you use QuicKeys you'll create many
shortcuts of your own, adding to this collection and creating a portrait of the way you interact with
your computer, fitting your Macintosh to your work style.

Note: Shortcuts are covered in greater detail in Chapter 4 of this manual.

Single-step & Multi-step Shortcuts

Single-step shortcuts automate simple one-step tasks, such as typing your name, opening your
Documents folder, or launching an application. By adding additional steps onto a single-step
shortcut, you can create multi-step shortcuts to automate more complex tasks.

Examples of these multi-step tasks include moving and resizing a window; placing a graphic in
InDesign, resizing it, and applying an object style; or mounting a network drive and copying files to
it.

Instant Shortcut

This is a special shortcut you can use for making quick, temporary recordings of your actions. You
can use it over and over again as long as you need. It sticks around until you record a new Instant
Shortcut. You can also save a copy if you have an especially good Instant Shortcut that would be
useful again in the future.

Note: Instant Shortcuts are covered in greater detail in the “Instant Shortcuts” section of Chapter 4
of this manual.
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Actions

Actions are the building blocks of shortcuts. All the actions that QuicKeys can perform are covered
in Chapters 8 — 14 Take a moment to browse through those pages.

Each step of a shortcut tells QuicKeys which action to perform and how to perform it.

Step Results

When a shortcut is played, it evaluates each action as a success or failure. For example, if a Menu
Selection step cannot find the specified menu item, that step’s step result is “Failure.” By default, a
failed step will cease playback and present a window notifying you of that failure. Conversely, when
a step succeeds, playback of that shortcut proceeds to the next step if one exists.

You can specify different behavior for the success and failure of each step using the Step Results tab
of the Information pane in the Shortcut Editor. For more information on the Step Results tab, see
“The Shortcut Editor” in Chapter 4.

If you modify step results often (and most people don’t, the default behavior being adequate) you
can turn on step result controls for all your steps. For more information see “The Appearance Pane”
in Chapter 3.

Triggers

A trigger is the signal for QuicKeys to start playing a shortcut. When you create a shortcut, you
can assign one or more triggers to it. For example, you can assign $F3 (Command + F3) as a hot
key trigger that launches Microsoft Word, or you can create a day & time trigger to automatically
launch your e-mail application at 7:30 AM while you're still brushing your teeth.

Note: Triggers are covered in greater detail in Chapter 4 of this manual.

App Event - Shortcuts can be triggered automatically after a specific application opens, quits,
becomes front-most, leaves the front, or stops responding.

Day & Time - You can select times and days of the week for QuicKeys to automatically trigger a
shortcut.

Device - With this trigger type you can directly assign shortcuts to buttons on your mouse,
trackball, joystick, and even keys like Eject and Mute on your keyboard.

Drive - Shortcuts can be triggered when a drive is mounted or unmounted.

File System — These triggers let QuicKeys fire shortcuts based on changes to the contents of a
tolder or other file system related reasons.
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Function - These triggers allow you to make your own custom AppleScript trigger functions that
are checked periodically. If they return TRUE, QuicKeys will fire their shortcut.

Hot Key - You assign a keystroke or combination of keystrokes to activate a particular shortcut.

MIDI - These triggers let you fire Shortcuts via MIDI enabled musical instruments or equipment.
You can even specify musical chords as triggers to give you an incredible variety of possibilities.

QuicKeys Menu - QuicKeys places a small black “Q” menu up by your clock in the top right corner
of your screen. Shortcuts may be added to and triggered from this menu.

Repeat - Once you've created a shortcut, a Repeat trigger will cause it to repeatedly activate after a
set amount of time has passed.

Speech - If you have a headset or microphone attached to your Mac, you can assign a unique
phrase for any QuicKeys shortcut you make, which when spoken will activate that shortcut.

Time Range - This option is technically a qualifier rather than an actual trigger. It will not directly
trigger a shortcut, but if you group this qualifier with another trigger, you can limit that trigger’s
operation to specified time ranges.

Scope

Scope is the realm of operation for a trigger. You can specify the scope of your triggers to limit the
applications under which that shortcut can be triggered. A shortcut can have more than one scope
if so desired. Scope comes in two major types: All Applications and Application-specific.

All Applications - When scoped to All Applications, a shortcut trigger will be active no matter
which application is in front.* For example, your F1 key might be set up to hide the front
application. If you scope it to, say, Safari, then the F1 key would only hide the front application if
it happened to be Safari. You would need to scope that hot key to All Applications for it to work as
desired for any application.

* with the exception of excluded applications

Application-specific - A trigger scoped to a specific application will only be active when that
application is in front. You can assign more than one application scope to a shortcut if needed.

Scope Interaction

Triggers scoped to a specific application always take precedence over those scoped to All
Applications. This is useful for special case situations where you may not want your F1 key
triggering the same shortcut in Safari (for example) that it does in your other applications.
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Excluded Applications

You can designate any application as being “Excluded” from the All Applications scope.
Applications so designated, when front-most, prevent the triggering of shortcuts that are scoped
to All Applications. For example, if you exclude iMovie from All Applications, shortcuts scoped to
All Applications will not trigger if iMovie is the front-most application. Applications can even be
excluded on a per shortcut basis.

Note: Scope is covered in greater detail in Chapter 7 of this manual.

Abbreviations

Abbreviations let you type a short word in a document and automatically replace it with longer
text, run a QuicKeys Shortcut, or even paste in a QuicKeys Clip.

Note: Abbreviations are covered in greater detail in Chapter 5 of this manual.

Toolbars

0D 0O 0O  Example Toolbar

QuicKeys Toolbars are floating toolbars that you can create with e
buttons representing your QuicKeys shortcuts. Then you can play @ @ \‘t B
these shortcuts with a single click.

Toolbars can be opened and closed with a hot key or by selecting them from the QuicKeys Menu or
the QuicKeys Dock Menu. They can be universal, or they can be scoped to specific applications—
accessible only when the scoped application is running,.

Note: Toolbars are covered in greater detail in Chapter 6 of this manual.
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Tutorial — Your First Shortcut

What faster way to learn to use QuicKeys than to actually use QuicKeys? This short tutorial
presents step by step instructions for making a simple shortcut.

The Problem

“I often create new documents that begin with the exact same text every time.”

The Solution

Build a shortcut that will both open a new document and type your text for you.

How To

I.

Open the QuicKeys Editor. (Click the QuicKeys icon in the dock, or select Open QuicKeys
Editor from the QuicKeys Menu.)

Click Create—either the toolbar button or the menu. Select User Actions > Type
Keystroke. This creates a new shortcut (and opens it in the Shortcut Editor) with Type
Keystroke as the first step.

Click in the Type Keystroke field and press Command+N (88 N).
Optional: Give this step a custom name. To do so, double-click its current name, Type

Keystroke “3 N”, and then type “Open new document.”

Next, you want your text to be 2 v (@ Waitfor New Window ™
typed, but we need to be sure

. . Wait For: [ Window i
the new document window is _ .
. Window Name: | Is '-I!‘
open before QuicKeys starts = ——

typing. Click Add Step and Window Type: [ Document Window 3
select QuicKeys > Wait >

Wait for Window. This adds a

Wait for Window step to the e P =
shortcut. Window State: | New =

[ Timeout: | Step succeeds after = 30 ¥ seconds

Set Window Type to Document
Window. Set Window Is to
Front-most. Set Window Sate to New.

Now that we are certain the window is ready, we can have QuicKeys type the text. Click
Add Step and select Text > Type Text. This adds a Type Text step to the shortcut.

Enter your text in the Text to Type field. (Type the text, copy and paste, or drag and drop.)

Note: A Type Text step only types text. If you want to paste text with formatting into your
new document, you will use an Insert Clip step.
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8. To set the Trigger for ®00 Untitled Shortcut 1 o
this shortcut. Leave (») (@) S O
the trigger type set Play  Rec are Re Shortcut On
to Hot Key, and click
the current trigger
to edit it. A small

[-]+] hotkey + @ . Key

window pops up. Press ] — —

Control+B (~ B) and 1 ;
. Shortcut Steps  What this sh @ Trigger when pressed p v =
then close that window. = ey e

() Trigger when released

Scopes & Triggers Whera, when, and why this shartcut runs. Add Scope ~ n

¥ HE All Applications 5

NOte.‘ Although hOt | ] Hot key is sticky
keys are the mOSt ] Timeout: Step succeeds afte, o e
common triggel‘, they 2 v A Tvoe text The auick red fox iumped over ... W

are far from the only type.

Optional: Do you want this shortcut to work in all applications or only your word processor?
To set it’s scope (where it works) to just one application, click the current scope, All
Applications. If your word processor is running, select it from the list; otherwise, select
Select Application and navigate to it.

9. All that is left is to save and name the shortcut. Press Command+S on your keyboard or
click the File menu and select Save Shortcut. If you close the Shortcut Editor without
saving, QuicKeys will prompt you to save. No matter which method you use, QuicKeys will
prompt you to name the shortcut. This is the name that will appear in the shortcut list.

Now, open your word processor and press Control+B (~ B) to see QuicKeys in action.

Alternate Solutions

As your knowledge of QuicKeys 4 grows, you will discover alternate and more powerful ways to use
it. Clips and abbreviations are two other ways to insert text.

In a shortcut like this one, Create Clips and Insert Clips actions allow you to collect text and
graphics on the fly, and retrieve them from those collections when needed. Think of Clips
collections as unlimited permanent clipboards.

An alternative to a shortcut, is the Abbreviation feature. Abbreviations let you type a short word in
a document that is already open and automatically replace it with other longer text.

The Sky’s the Limit

Although this shortcut is quite simple, some shortcuts are even simpler. On the other hand, some
shortcuts can have 30 or more steps, repeating loops, decisions, and variables.

This tutorial illustrates many of the important aspects of QuicKeys 4. You’ll use the same basic
procedure for many of the shortcuts you create, and as you grow wise in the ways of automation,
you’ll discover many variations on this basic theme. Whether your shortcuts are simple or complex,
the only limit is your imagination.
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The QuicKeys Editor

The QuicKeys Editor is your control center for creating, modifying, and organizing your shortcuts,
abbreviations, toolbars, and clips. The most fundamental parts of the QuicKeys editor include: the

QuicKeys Editor toolbar, the source list, the content area, and the footer.

LIBRARY

QuicKeys Editor

Triggers
= Shortcuts ™ [[] Clips - GatheryManage All Applications
~C
/¥ Abbreviations
B8 Toolbars T ] Clps - Insert\Type All Applications
=
v
[:] Clips —
™ H  Hide Front Application All Applications
SCOPES i
B Al Applications ™ HE  Hide Other Applications All Applications
ONLINE 2
& Quickeys Online ™ ® hmmm All Applications
F3
M & hmmm2 All Applications
s
M & iTunes — Next Track All Applications
s Quickeys Menu
M £, [Tunes - Previous Track All Applications
e QuicKeys Menu
™ £ [Tunes - Stop\Play All Applications
~ space QuicKeys Menu
M “,  [Tunes - Volume Down All Applications
=
™ £ [Tunes - Volume Up All Applications ~
= |a
1 5
& n + | - -

The QuicKeys Editor Toolbar

At the top of the QuicKeys Editor window is a toolbar.

Create - This create menu is similar to the Create menu on the QuicKeys menu bar (covered later
in this chapter) but with an additional section: Create New. Here you can select New Shortcut,
New Abbreviation, or New Toolbar.

Record - Click this button to tell QuicKeys to start interpreting and recording your actions. See
the “Recording” section of Chapter 4 for more information.

QuicKeys On/Off — Shuts off all triggers, taking QuicKeys “out of the way” if necessary without the
need to quit the program.
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Shortcut Search - Enter your text and QuicKeys will find matching shortcuts.
Play - (Not present by default) Use this to play a selected shortcut.

Customize - (Not present by default) Use this to customize the toolbar.

The Source List

The source list always has categories for Library, Scopes, and Online. The Searches and Remotes
categories will appear when applicable. Select an item in any of these categories to change the
content in the content area.

Library

Shortcuts — A list of all your shortcuts. See “The Shortcuts List” later in this section.
Abbreviations - A list of all your abbreviations. See “The Abbreviations List” later in this section.
Toolbars — A list of all your toolbars. See “The Toolbars List” later in this section.

Clips - Allows you to manage your clips. See “The Clips Manager” in Chapter 7.

The Scopes List

The second category of the sources list is your Scopes list. It allows you to view your shortcuts,
abbreviations, and toolbars by scope.

By default the All Applications scope will appear here. The list will also include the names of all
applications to which you have scoped your shortcuts, abbreviations, and toolbars. For example, if
you have built items specifically for use within Word, Safari, and Mail, your Scopes list will include
those three applications. If you click on the Safari scope, the shortcuts, abbreviations, and toolbars
lists will show only those items scoped to work when Safari is the front-most application.

The category Unscoped Items will appear if you have any shortcuts that have no scope. Shortcuts
placed on toolbars, in the QuicKeys Menu, and embedded in other shortcuts do not necessarily

need to be scoped.

When viewing by scope, use the bar across the top of the content area to select Shortcuts,
Abbreviations, or Toolbars.

In this mode, the shortcuts, abbreviations, and toolbars lists will function as when selected from
the Library category with the exception that the scope is not listed.

Note: Scope is covered in greater detail in Chapter 7 of this manual.
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Abbreviations

QuicKeys Editor

LIBRARY Toolbars for All Applications
@ shortcuts On | Type |Shemeut . A |Triggers
M Abbreviations ™ [[]  Clips - Gather\Manage e
TanlEns M [[] Clips - Insert\Type AV
L ctips o . Hide Front Application _FL_
SCOPES M HE  Hide Other Applications F2
4 ® hmmm —
ONLINE T ® hmmm2 F5
&) QuicKeys Online ™ & iTunes - Next Track A e QuicKeys Menu
SEARCHES T L iTunes - Previous Track date QuicKeys Menu
Wew Search Name 4l L iTunes - Stop\Play ~ space QuicKeys Menu
™ % iTunes - Volume Down i
™ “  iTunes - Volume Up AT
] |l  Open Address Book fO S A S B
™ Open Calculator c0 S C A
M (@] Open Documents Folder ~F D
M i OpeniCal ~0 1 C
] 3 Open iTunes SO B LB T
) [®  Open Mail “0 M A .
™ @  Open QuicKeys Editor ~0 QK | ‘openeditor i
— P P et - [
& N + | = e

QuicKeys Online

In QuicKeys Online you will find lots of resources to help you get the most out of QuicKeys 4.

* Browse the Shortcut Gallery to learn about and download shortcuts you can use right now:
* View helpful Tutorials for beginner, intermediate, and expert users.

* Do you need technical help? Visit the QuicKeys Support website.

* Visit the QuicKeys Community to chat about all things QuicKeys with other users.

All of this can be accessed from within QuicKeys by clicking QuicKeys Online. Internet access is
required.

