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SHORTCUT SHEET

Shortcut Function Shortcut Function
General Navigation

Fs Toggle Field - Backward
P Toggle Tab -Forward
CTRL+N Expands currently selected Folder (Left Navigation Pane)
ESC Move Up one selection (folder or item in list)
ALTITAR Drilin (Browse Forwarc)
DELETE m Display Top of active window or Beginning of a line
CTRL+X Cut m Move Up one page or Jump to top of window
CTRUSHIFT+V Move Cursor to beginning of the next word

CTRL+SHIFT+F4

CTRL+T

CTRL+SHIFT+F

INSERT

CTRL+|

CTRL+SHIFT+DOUBLE CLICK

ALT+F9
CTRL¥SHIFT+C
Filtering
F9
ESC+ESCHFS
ALT+R

CTRL+SHIFT+O
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The * symbol depicts a shortcut specific to Excede.

Open drop-down list

Select current control (click button, toggle checkbox, select option)

Print Preview Select Document(s)

Print Preview List View

Remove Favorite

Select/Highlight all Items in the current list/window

Select/Highlight current row & those below

Select/Highlight text to the left one letter at a time

Select/Highlight text to the left, one string/word (or until space) at a time

Select/Highlight text from cursor to end of text

Electronic copies are available on the Customer & Resources Portal



