BANNER NAVIGATION
	FUNCTION
	ICONS
	MENU MOVES

(top of page)
	KEY STROKES
	DEFINITION

	Options Menu

	--
	Options
	ALT + O
	Brings down a menu of other forms available from that form

	NEXT BLOCK
Or

NEXT TAB
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	Block – Next
	Page Down
	Takes cursor to the next block or tab

	PREVIOUS BLOCK or

 PREVIOUS TAB
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	Block – Previous
	Page Up
	Takes cursor to the previous block

	EXIT
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	File – Exit
	F12
	To exit a form or cancel a query

	CLEAR FIELD
	--
	Item – Clear
	Ctrl + F11 or Backspace
	Clears the field

	NEXT FIELD
	--
	Item – Next
	Tab or Enter
	Takes cursor to the next field

	PREVIOUS FIELD
	--
	Item – Previous
	Shift + Tab
	Takes cursor to the previous field

	LIST OF VALUES
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at end of each field
	Help – List
	F9
	Lists the value options for that specific field

	ENTER QUERY
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	Query – Enter
	Ctrl + F7
	Enter criteria to search for a specific record

	EXECUTE QUERY
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	Query – Execute
	F7
	Performs search of records based on “Enter Query” criteria (if any)

	SELECT VALUE
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	File – Select
	F5 or double click a selected value
	Takes the selected value to the form

	CLEAR RECORD
	--
	Record – Clear
	F4
	Clears the record

	DUPLICATE
RECORD
	--
	Record – Duplicate
	F3
	Copies previous record

	INSERT RECORD
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	Record – Insert
	Shift + F5
	Inserts a blank record

	NEXT RECORD
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	Record – Next
	down arrow
	Takes cursor to next set of records – example: the address block

	PREVIOUS RECORD
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	Record – Previous
	 up arrow
	Takes cursor to previous set of records 

	REMOVE or DELETE

RECORD
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	Record – Remove
	Shift + F6
	Removes/Deletes the record  (sometimes action must be performed twice)

	ROLLBACK
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	File – Rollback
	F11
	Takes cursor to beginning of form without having to exit the form

	SAVE
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	File – Save


	F10
	Save new records; Save changes to existing records; or Initiate report


