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Keyboard shortcuts & Quick Reference Guide

Shortcuts available at all times
Ctrl+N Createanew record. Ctrl+P Print current tab.

Ctrl+Tab Cycle throughallopenmodulewindows and
theCommandCentre.

Ctrl+T Move to tab label.

Ctrl+Z Undo

F1 Get Field LevelHelp (if cursor ina field),
otherwise openEMuHelp.

Shift+Ctrl+Z Redo

Working with fields
F3 Finda field. Ctrl+C Copy

F11 Opentheattachmentmodule for the current
field.

Ctrl+X Cut

Ctrl+V Paste

F12 Displaycurrent field's LookupList. Ctrl+; Insert currentdate.

Shift+Ctrl+; Insert current time.

Searching / Wildcards
Ctrl+F Search \* Returnall recordswhere fieldhas avalue.

Shift+Del Clear all fields of search terms. \!\* Returnall recordswhere field is empty.

>= Range - From. \+ Returnall recordswithattachments.

<= Range - To. \!\+ Returnall recordswithnoattachments.

After Searching
Navigation Selecting records
F5 Move to theprevious record. F8 Selectcurrent record.

F6 Move to the next record. Ctrl+F8 Addcurrent record to selection.

Ctrl+G Go toa record. Shift+F8 Selectall records in search results.

F4 Display reverse attachment tabs (if another
record is attachedto thecurrent record).

Ctrl+D Discardcurrent record.

Editing & Saving records Ditto
Ctrl+S Savechanges. Ctrl+F9 Usecurrent record for Ditto.

Esc Cancelchanges (EditMode).
DiscardNewRecord (NewMode).

F9 Paste data into thecurrent field fromthe same
Ditto record field.

Ctrl+R Refreshdata to reflectanychanges. Shift+Ctrl+F9 Paste data into thecurrent tab fromthe same
Ditto record tab.Ctrl+H Openthe Replacedialoguebox.

F7 Spellcheck Shift+F9 Paste alldata fromtheDitto record into the
current record.

Insert / Edit / Display Toolbar

Search Multimedia Multimedia Tab


