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General

	To…
	Press…

	
	

	Move forward one field
	Tab

	Move back one field
	Shift + Tab

	Go to the beginning of a list
	Ctrl + Home

	Go to the end of a list
	Ctrl + End

	Move forward one tab
	Ctrl + Tab

	Move back one tab
	Ctrl + Shift + Tab

	Double-click
	Ctrl + Enter

	Select 
	Space Bar

	Close the active window
	Ctrl + W

	Close most windows
	Ctrl + Alt + W

	Cycle through all open windows
	F2

	Open Select window (fields with ellipsis)
	Ctrl + ?

	Show/hide the toolbar
	Ctrl + \

	Show/hide patient information panel
	Ctrl + Alt + \

	Lock Profile
	Ctrl + ‘

	Exit Profile
	Ctrl + Q

	Log off
	Ctrl + F3

	Add a new task
	F3

	View the task list
	Ctrl + [


Pull-Down Menus

	To access the…
	Press…

	
	

	File Menu
	Alt + F

	Edit Menu
	Alt + E

	Patient Menu
	Alt + P

	Clinical Menu
	Alt + C

	Financial Menu
	Alt + N

	Practice Menu
	Alt + A

	Special Menu
	Alt + S

	Maintain Menu
	Alt + M

	Report Menu
	Alt + R

	Window Menu
	Alt + W

	Help Menu
	Alt + H

	
	


Note: It may be necessary to press and release the Alt key then the Letter key, rather than both at once.
Text Editing

	To…
	Press…

	
	

	Save
	Ctrl + S

	Cut
	Ctrl + X

	Copy
	Ctrl + C

	Paste
	Ctrl + V

	Undo
	Ctrl + Z

	Redo
	Ctrl + Alt + Y

	Print
	Ctrl + P

	Decrease font size
	Ctrl + Alt + [

	Increase font size
	Ctrl + Alt + ]

	Bullet point text
	Ctrl + Alt + T

	Bold text
	Ctrl + Alt + B

	Italicise text
	Ctrl + Alt + I

	Underline text
	Ctrl + Alt + U

	Highlight all text
	Ctrl + Alt + A

	Find text
	Ctrl + Alt + F

	Use the date stamp
	Ctrl + 1

	Use the patient stamp
	Ctrl + 2

	Use the external doctor stamp
	Ctrl + 6

	
	


Patient

	To…
	Press…

	
	

	Add a new patient
	Ctrl + N

	Alter a patient
	Ctrl + A

	Display a patient
	Ctrl + D

	Find a patient
	Ctrl + F

	Build a family
	Ctrl + Alt + N

	Modify a folder
	Ctrl + M

	Add a new referral
	Ctrl + 7

	Access cases
	Ctrl + 8

	
	


Front Desk

	To…
	Press…

	
	

	Open the Appointments window
	Ctrl + B

	Search for an appointment
	Ctrl + 5

	Move up to next available appointment
	Ctrl + Up Arrow

	Move down to next available appointment
	Ctrl + Down Arrow

	Create an invoice
	Ctrl + I

	Process a payment
	Ctrl + T

	Display transactions
	Ctrl + H

	Arrive a patient
	Alt + A

	Mark a patient as ‘seen’
	Alt + S

	Multi-provider view
	Alt + R

	Multi-POS view
	Alt + O

	One day view
	Alt + 1

	5 day view
	Alt + 5

	7 day view
	Alt + 7

	Go back to today
	Alt + T

	Change POS
	Alt + P

	Lock/unlock an appointment 
	Alt + L

	Create new appointment
	Alt + N

	Book current appointment
	Alt + B

	Edit current appointment
	Alt + E

	Clear selected appointment
	Alt + C

	Walk-in
	Alt + W

	Print a label
	Ctrl + `

	Print a slip
	Ctrl + =

	
	


Clinical

	To…
	Press…

	
	

	View the medical record
	Ctrl + Y

	Order a prescription
	Ctrl + K

	View previous scripts
	Ctrl + Alt + K

	View recalls
	Ctrl + R

	View prior approvals
	Ctrl + G

	View problems
	Ctrl + U

	Order a pathology investigation
	Ctrl + ;

	Order a radiology investigation
	Ctrl + ,

	Order another type of investigation
	Ctrl + .

	Open a new letter
	Ctrl + -

	View correspondence
	Ctrl + 9

	Open a new encounter
	Ctrl + L

	Add a new encounter within current encounter
	Ctrl + N

	Review encounters
	Ctrl + ]

	Review results
	Ctrl + Alt + ;

	View unsigned transactions
	Ctrl + 3


New encounter actions

	To…
	Press…

	
	

	Show the Review action view
	Alt + V

	Show the Scripts action view
	Ctrl + K

	Show The Adverse Reactions
	Ctrl + Alt + A

	Show the Prior Diagnoses action view
	Alt + D

	Show the Pathology action view
	Ctrl + ;

	Show the Radiology action view
	Ctrl + ,

	Show the Other Investigations action view
	Ctrl + .

	Show the Form action view
	Alt + F

	Show the Letter action view
	Ctrl + Alt + -

	Show the Recalls and Tasks action view
	Ctrl + Alt  + R

	Show the Approvals action view
	Alt + G

	Show the Referrals action view
	Alt + 7

	Show the Histories action view
	Ctrl + Alt + H

	Show the Service action view
	Ctrl + Alt + S

	Show the Encounter action view
	Alt + C
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