Keyboard Shortcuts in QuickBooks

The time spent entering data into QuickBooks, doesn’t add value to the business, so looking at ways
to reduce time spent on data entry can result in less wasted time and less frustration. Using the
keyboard rather than the mouse is just one way of reducing data entry time and is also less strain on
arm and hand muscles. There are a number of keyboard shortcuts in QuickBooks that enable you to
directly go to functions, access information or manipulate date. QuickBooks is Microsoft compliant
so if you are already using keyboard shortcuts in say Word or Excel —then most of those shortcuts
can be directly applied in QuickBooks, along with a host of other ones.

The following list is not exhaustive but are amongst the most practical and ones that would be more
frequently used

Context Sensitive Help
F1 Shows Help for the window that you are in

Miscellaneous Shortcuts
Crtl-H Shows the transaction history — eg if you are looking at a customer invoice — this
will show payments/credit notes matched to it

Ctrl-R Will open the Register associated with the transaction

Ctrl-F opens the Find window for the transaction type or list you are currently using
+/- Increases or decreases a number or date

Record Ctrl-Enter

To move to the next field in a window, press Tab. To move to the previous field, press Shift + Tab.

Editing

Ctrl-E Edit transaction selected in register
Ctrl + Del Delete line from detail area

Ctrl-Ins Insert line in detail area

Ctrl-z Undo changes made in field

In addition - all the standard Microsoft shortcuts — Ctrl-C Copy, Ctrl-V Paste, Ctrl-X Cut - work in

transaction entry forms

Dates

Next day + (plus key)
Previous day - (minus key)
Today T

Date calendar Alt + down arrow
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Transactions

Ctrl +1 Create invoice

Ctrl+ N New invoice, bill, cheque or list item in context
Ctrl+ W Write new cheque

Ctrl+ D Delete cheque, invoice, transaction, or item from list
Ctrl+ L Open list (for current drop-down menu)
Ctrl+Y Open transaction journal when in a transaction
Ctrl+ 0O Copy cheque transaction in register

Quick Reports

Ctrl+Q QuickReport on transaction or list item

Enter QuickZoom on report

Lists

Ctrl + A Open Account List

Ctrl +J Open Customer Centre (Customers & Jobs list)
Ctrl+S Show List

Ctrl+ U Use list item

Memorised Transactions
Ctrl-M Memorises the current transaction and opens the Memorise Transaction window

Ctrl-T Creates a new transaction from an existing memorised Transaction — take care
this does not result in a duplicate as the original is not deleted

General Actions

Ctrl (while opening) To start QuickBooks without a company file

Alt (while opening) To suppress the desktop windows (at Open Company window)
F2 Display product information about your QuickBooks version
Esc Close active window
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