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Other template categories have their own set — press Ctrl/  + K to see
the favourites for your template.
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Three sizes of jump, all on the arrow keys — work  everything  pages.
Whatever you land on is highlighted in blue, and Tab picks up from there.
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Single tools on a page (like the work paper selector on the controls page) are
one Alt + arrow stop — the steps inside aren’t walked.

A  selected (blue highlight)  the single letters answer the step. An 
selected (ring around the card)  the letters act on that item. A few letters
mean something on both (C, D, M, W) — the item wins. See the other side for
both sets.
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None of the single letters fire while your cursor is in a text box — click out of
the field, or press Esc, first.
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Select a step, then press a single letter — no modifier keys. If a letter doesn’t
apply to the step, nothing happens.

Hold ⌥  and press a letter (previously Ctrl/  + Alt — retired).
Comment, Attachment and Request are always available; the rest depend on
your job type’s template.
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⌥ (reviewers only)

Items are the things inside a step — comments, attachments, work papers,
risks… Arrow onto one with Alt/  +  or click its card, then press its letter
straight away, or open the menu first — both run the same actions.

Each letter works with the menu open or closed — the menu is just there to
remind you. A letter is only live when its button is actually offered, so D can
never delete something the card wasn’t offering to delete.

An item only offers the actions you’re allowed to take — cross-reference cards
carry no item actions at all.
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