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Keyboard Short-cuts

» How to move around in QuickBooks®
. Leto of Your MOUSE
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To Open
« Ctrl+1 + Opens an Invoice

« Ctrl+W + Opens Write Check

« Ctrl+R + Opens a Register

« Ctrl+ A + Opens the Chart of Accounts
» Ctrl+J * Opens Customer Center

« Ctr+T » Opens Memorized Transaction List

« Ctri+L « Opens List

« Ctl+Y « Opens transaction Journal

« Ctl+0Q + Opens Quick Report on transaction or List
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Activity Shortcuts

« Ctrl+ O Copy a transaction in a register
« Ctl+G Go to register of transfer account
= Ctrl+D Delete a transaction
« Ctrl+M Memorize a transaction
« Ctrl+N Add a New transaction
* Ctrl+F Find
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Shortcuts for Dates
+  MNext Day + (plus key)
Previous Day - (minus key)

« T T

+ Same day last week [ (left bracket)

+ Same day Next Week | (right bracket)

+ Same day Last Month ; (semi-colon)

+ Same day Next Month * (apostrophe)

= First day of the Week w

= Lasi day of the WeeK K

+ First day of the Month M

= Lasi day of the MontH H

= First day of the Year Y

= Last day of the YeaR R

* Date Calendar Alt + down armow (in the date field)
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Editing Shortcuts

Edit transaction

Delete characters to right
Delete characters to left
Delete Line

Insert Line

* Undo
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Cut

Copy

Paste

Increase number by 1
Decrease number by 1

Ctrl+ E

Del
Backspace
Ctrl + DEL
Ctrl + INS
Ctri+Z

Ctrl + X
Ctrl+C
Ctrl+V

+ (plus key)
- (minus key)
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