




The great debate: Keyboard or Mouse 
 
Do you prefer to use the keyboard or the mouse when you are performing simple procedures on 
your computer?  Many users are more comfortable using the mouse, while others are adamant that 
using the keyboard is faster.  Whatever your preference, here are some common shortcut keys that 
may help you become more productive.   
 
KEYBOARD shortcuts 
 
Try using these shortcuts in any Microsoft application: 
 
CTRL + C Copy  
CTRL + V Paste  
CTRL + X Cut  
CTRL + Z Undo last action 
CTRL + S Save 
CTRL + P Print 
CTRL + B Bold selected text, or turn bold on/off 
CTRL + U Underline selected text, or turn underline on/off 
CTRL + I Italicize selected text, or turn italics on/off 
Home Goes to the beginning of the current line. 
End Goes to the end of the current line. 
Esc Cancel the current task 
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F7 Runs the spell check. 
CTRL + Shift + Esc Opens the Task Manager. 
ALT + S  Sends an email (in Outlook) 
 
Almost every software application has shortcut keys.  The majority of them use the basic Windows 
keys above, in addition to some helpful shortcuts related to the particular software.  You can find a 
list of shortcuts for any application in the help menu. 
 

QuickBooks users may find these shortcuts helpful: 
 
Alt + Down Arrow Displays a list for a field 
Alt + F4 Exits the program 
Ctrl + A Opens the Chart of Accounts 
Ctrl + E Edit the current field 
Ctrl + F Find 
Ctrl + I Create an invoice 
Ctrl + D Delete transaction or item 
Ctrl + W Write Checks 
Ctrl + H Get Transaction History 
Ctrl + Y Display transaction journal 
Esc Cancel entry or close window 
 
 
Working with dates – type the keys shown in any date field 
 
ALT + Down arrow Show the Calendar 
T Today’s date 
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H Last day of the month you are working in 
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R Last day of the year 
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- Move the date back one day 
 

MOUSE shortcuts 
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