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Function Keys 
 

F1  
  

#  Will create the next ID 
[ …] Will open the ellipsis 

 Will open the drop down menu 

F2 

Same as left click of mouse on a field level button 
  

F3 Will open Lookup Mode 
Same as clicking on button with mouse 

  

F4 Data Entry Mode 
Same as clicking on button with mouse 

  

F5 Refresh 
Same as clicking on button with mouse 

  

F6 Edit 
   

F7 Expand Data Portion of Window 
Same as clicking on the Expand button with mouse 

  

F8 Expand Lookup Portion of Windows 
Same as clicking on the Expand button with mouse 

  

F9 Will open the QE – Query 
Same as clicking on the button with mouse 

  

F10 Will show a list of Mergeable Documents 
Same as clicking on the button with mouse 

  

F11 Save 
Same as clicking on the button with mouse 

  

F12 Menu Shortcut 
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Keystroke Combinations 
 
Cancel Escape 
Enter Takes you to the next most “logical” empty field. 
Tab Takes you the next field.  
 
Arrow Keys Guides you through the fields within a grid box 
Spacebar Add Checkmark in check boxes/Un-check if box is already checked 
 
Page Up  Scrolls through tabs  
Page Down Scrolls through tabs 
 

CTRL 
CTRL + C Copy 
CTRL + D Will show a list of Mergeable Documents 
CTRL + E Data Entry Mode 
CTRL + Enter Exit out of the data grid box and to the next uncompleted field. 
CTRL + H Check for Errors or Warning 
CTRL + L Lookup 
CTRL + O Show additional options for record 

CTRL + (Plus Symbol) Will add an additional Procedure Line with the next date of service 
Will add additional tab. Same as clicking on blue + symbol 

CTRL + (Minus Symbol) Will delete a tab. Same as clicking on red X symbol 
CTRL + Q Query 
CTRL + S Save 
CTRL + T Select  
CTRL + V Paste 
CTRL + X Cut 
CTRL + Z Undo 
CTRL + Tab Move between screens e.g. RI back to AS 
  

ALT 
ALT + X Save –Next 
ALT + F4 Exit 
  

SHIFT 
Shift + Tab Return to the previous field 
Shift + F2 Expand Ellipsis List 
Shift + F10 Right Click 

Shift F2 + Shift C PE – Payment Entry Ins Co Field  
Will expand ellipsis and open Selection via Charge Lookup 

Shift F2 + Shift P PE – Payment Entry R/Party Field  
Will expand ellipsis and open Selection via Patient Lookup 
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Commonly Used Mnemonics 
Select Short Cut Key (F12) 

 
 

AA Account Administration 

ADS Appointment Day Sheet 

AE Appointment Entry 

AR Accounts Receivable Analysis 

AS Appointment Scheduler 

ATH Accounting Transaction Histories 

ATJ Accounting Transaction Journals 

CE Charge Entry 

CI Clinical Information 

CNT Contacts 

CP Claims Response Processing 

CRAR Charge Register and Transaction Reports 

DC Diagnosis Codes 

DR Providers 

DTR Deposit Transaction Reports 

IC Insurance Companies 

OCR Outstanding Claims Review 

PA Patient Administration 

PC Procedure Codes 

PE Payment Entry 

PEF Print Encounter Forms 

PIR Primary Insurance Re-flag 

PRA Provider Revenue Analysis 

PRP Print Registration Profile 

RD Referring Doctors 

RI Registration and Related Information 

STM Statements 

TD To Do 
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System Navigation and Shortcuts 
 
Title Bar - Located across the top of the window, it displays the 
Clinic/database name, user and application. Illustrated below 

Menu Bar - Located below the title bar, lists available tasks or functions. 

 
Tool Bar _- Located below the menu bar, it provides quick access to 
some of the most commonly used tasks. 

 
Lookup _- Located below the tool bar to the left, it 
provides search options for each screen by name, 
date, id, etc. 
 
 
 
 
 


