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Keyboard Shortcuts

Keyboard Shortcuts

The tables below are intended to help you use keyboard shortcuts to quickly navigate through the software. While

using keyboard shortcuts is optional, they can help you navigate and enter data more efficiently within the system.

Express Entry Lookup (EEL) fields appear in code entry and selection areas of the software, such as the Name Suffix

field in the Demographics module. The image below displays an example of an EEL field.

MName Suffix

Screen-based Navigation

The table below will help you reference keyboard shortcuts that work on any screen in the system.

Keyboard
Shortcut

Alt + F3

Alt + M

Enter

Esc

Tab

Shift + Tab

Up Arrow

Down

Description

Displays a pop-up with the Security Location of the current screen.
Opens and closes the menu.
Opens the currently selected link.

Closes a pop-up window or drop-down list without saving, or prompts you to close or

cancel the process if you are in a workflow screen.
Selects the next option in the tab order.

Selects the previous option in the tab order.

Selects the previous record in the browse.

Selects the next record in the browse.

Location/

Field

Everywhere

Everywhere

Everywhere

Everywhere

Everywhere

Everywhere

Any

Browse

Any
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Keyboard Location/
Description

Shortcut Field

Arrow Browse

Menu-based Navigation

The table below will help you reference keyboard shortcuts that will work when the Main Menu is open.

Keyboard Location/
Description
Shortcut Field
Main
Up Arrow  Selects the previous record within the Menu Category.
Menu
Down Main
Selects the next record within the Menu Category.
Arrow Menu
Left Selects the previous Portal. If you have pressed Tab or Shift + Tab to move to a different  Main
Arrow option in the tab order, this selects the previous Menu Category. Menu
Right Selects the next Portal. If you have pressed Tab or Shift + Tab to move to a different Main
Arrow option in the tab order, this selects the next Menu Category. Menu

Field-based Navigation
The table below will help you reference keyboard shortcuts that work for specific types of fields in the system.

Keyboard
Description Location/Field
Shortcut

Displays a pop-up with the Data Path of
Alt + F2 Any field with a Data Path defined
the selected field.

Space Checks or unchecks a highlighted Checkbox
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Keyboard
Shortcut

Bar

Down

Arrow

Up Arrow

Right

Arrow

Enter

Escape

Description

checkbox.

Enters tomorrow's date.
Enters today's date.
Enters yesterday's date.

Opens the Express Entry Lookup (EEL). If
the EEL is already open, pressing the
Down Arrow on the keyboard highlights

the next option.

If the Express Entry Lookup (EEL) is
already open, pressing the Up Arrow on
the keyboard highlights the previous

option.

Opens the Express Entry Lookup (EEL).

Opens the Express Entry Lookup (EEL). If
the EEL is already open, pressing the
Enter key on the keyboard selects the

highlighted option.

If the Express Entry Lookup (EEL) is

open, closes the EEL.

Can be typed instead of 'A' to represent

an asset account.

Can be typed instead of 'L’ to represent a

Keyboard Shortcuts

Location/Field

Date

Date

Date

EEL Field

EEL Field

EEL Field

EEL Field

EEL Field

General Ledger Account Lookups

General Ledger Account Lookups
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Keyboard
Shortcut

Arrow

keys

Ctrl + A

Ctrl+ C

Ctrl +V

Ctrl + X

Ctrl + left

click

Click +
drag

mouse

Delete

Description

liability account.

Can be typed instead of 'Q' to represent

an equity account.

Can be typed instead of 'R' to represent

a revenue account.

Can be typed instead of 'E' to represent

an expense account.

Move selected seat or seats one unit in

the specified direction

Select all seats

Copy selected seats

Paste cut or copied seats

Cut selected seats

Select or deselect seats individually

Select multiple seats

Delete selected seats

Keyboard Shortcuts

Location/Field

General Ledger Account Lookups

General Ledger Account Lookups

General Ledger Account Lookups

Room layouts within the Seating Chart screen, found

within the Attendance module in Teacher Access

Room layouts within the Seating Chart screen, found

within the Attendance module in Teacher Access

Room layouts within the Seating Chart screen, found

within the Attendance module in Teacher Access

Room layouts within the Seating Chart screen, found

within the Attendance module in Teacher Access

Room layouts within the Seating Chart screen, found

within the Attendance module in Teacher Access

Room layouts within the Seating Chart screen, found

within the Attendance module in Teacher Access

Room layouts within the Seating Chart screen, found

within the Attendance module in Teacher Access

Room layouts within the Seating Chart screen, found
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Keyboard
Shortcut

Alt +
Student
Name

Letter

Ctrl+ E

Ctrl+ M

Ctrl+Y

Ctrl+Z

Down

Arrow

Enter

Description

Selects the next row with a student

name beginning with the letter selected.

Changes the status of an Assignment to

No Count or counted.

Changes the status of an Assignment to

Missing or not missing.

Redo

Undo

Moves down one cell.

Changes the status of an Assignment to

No Count or counted.

Moves down one cell.

Changes the status of an Assignment to

Keyboard Shortcuts

Location/Field

within the Attendance module in Teacher Access

Score entry screen in a Gradesheet, found within the

Gradebook module in Teacher Access

Score entry screen in a Gradesheet, found within the

Gradebook module in Teacher Access

Score entry screen in a Gradesheet, found within the

Gradebook module in Teacher Access

Score entry screen in a Gradesheet, found within the
Gradebook module in Teacher Access and room layouts
within the Seating Chart screen, found within the

Attendance module in Teacher Access

Score entry screen in a Gradesheet, found within the
Gradebook module in Teacher Access and room layouts
within the Seating Chart screen, found within the

Attendance module in Teacher Access

Score entry screen in a Gradesheet, found within the

Gradebook module in Teacher Access

Score entry screen in a Gradesheet, found within the

Gradebook module in Teacher Access

Score entry screen in a Gradesheet, found within the

Gradebook module in Teacher Access

Score entry screen in a Gradesheet, found within the
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Keyboard
Shortcut

Tab

Up Arrow

T,C,orN

Description

Missing or not missing.

Moves one cell to the right.

Moves up one cell.

Enters a score of 0.00.

Enters the current time.

Keyboard Shortcuts

Location/Field

Gradebook module in Teacher Access

Score entry screen in a Gradesheet, found within the

Gradebook module in Teacher Access

Score entry screen in a Gradesheet, found within the

Gradebook module in Teacher Access

Score entry screen in a Gradesheet, found within the

Gradebook module in Teacher Access

Time
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