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Navigating between fields & records
	Press

	· To move to the next field
	TAB, ENTER, or RIGHT ARROW

	· To move to the last field in the current record, in Navigation mode
	END

	· To move to the previous field
	SHIFT+TAB, or LEFT ARROW

	· To move to the first field in the current record, in Navigation mode
	HOME

	· To move to the current field in the next record
	DOWN ARROW  

	· To move to the current field in the last record, in Navigation mode
	CTRL+DOWN ARROW

	· To move to the last field in the last record, in Navigation mode
	CTRL+END

	· To move to the current field in the previous record
	UP ARROW  

	· To move to the current field in the first record, in Navigation mode
	CTRL+UP ARROW   

	· To move to the first field in the first record, in Navigation mode
	CTRL+HOME

	· To switch between the upper and lower portions of a window 
	F6

	· To move down one line
	DOWN ARROW  

	· To move down one window
	PAGE DOWN

	· To move to the last object
	END

	· To move up one line
	UP ARROW  

	· To move up one window
	PAGE UP

	· To move to the first object
	HOME

	Moving the insertion point in a field
	Press

	· To move it one character to the right
	RIGHT ARROW

	· To move it one word to the right
	CTRL+RIGHT ARROW

	· To move it one character to the left
	LEFT ARROW

	· To move it one word to the left
	CTRL+LEFT ARROW

	· To move it to the end of the field, in single-line fields
	END

	· To move it to the end of the field, in multiple-line fields
	CTRL+END

	· To move it to the beginning of the field, in single-line fields
	HOME

	· To move it to the beginning of the field, in multiple-line fields
	CTRL+HOME




	More TIPS…

	
	

	Copying, moving, or deleting text
	Press

	
	

	· To copy the selection to the Clipboard
	CTRL +C

	· To cut the selection and copy it to the Clipboard
	CTRL +X

	· To paste the contents of the Clipboard at the insertion point
	CTRL +V

	· To delete the selection or the character to the left of the insertion point
	BACKSPACE

	· To delete the selection or the character to the right of the insertion point
	DEL

	Undoing changes
	Press

	
	

	· To undo typing
	CTRL +Z or ALT+BACKSPACE

	· To undo changes in the current field or current record; if both have been changed, press ESC twice to undo changes first in the current field and then in the current record.
	

	Entering data in Datasheet or Form view
	Press

	
	

	· To insert the current date
	CTRL + SEMICOLON (;)

	· To insert the current time
	CTRL + COLON (:)

	· To insert the default value for a field
	CTRL + ALT+SPACEBAR

	· To insert the value from the same field in the previous record
	CTRL + APOSTROPHE (')

	· To add a new record
	CTRL + PLUS SIGN (+)

	· To delete the current record
	CTRL + MINUS SIGN (-)

	· To insert a new line
	CTRL + ENTER

	Going to a specific record 
	Press

	
	

	· To move to the record number box; then type the record number and press ENTER 
	F5
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