Access Shortcut Keysand Tips

Access

Use shortcut keysfor menus

Close the active database CTRL +W
window
Switch to the next database | CTRL +F6
window

Switch to the previous
database window

CTRL + SHIFT +F6

Select afolder in the Open
or Save Asdiaog box (File
menu)

ALT + 0Oto select the folder
list; arrow keysto select a
folder

Choose atoolbar button in
the Open or Save Asdialog

ALT + number (1 isthe
leftmost button, 2 isthe next,

Using a menu Press
Show the shortcut menu SHIFT + F10
M ake the menu bar active F10
Show the program icon ALT + SPACEBAR
menu (on the program title
bar)
Select the next or previous DOWN ARROW or UP
command on the menu or ARROW (with the menu or
submenu submenu displayed)
Select the menu to the left LEFT ARROW or
or right; or, withasubmenu | RIGHT ARROW
visible, switch between the
main menu and the
submenu
Select thefirst or last HOME or END
command on the menu or
submenu
Close the visible menu and ALT
submenu at the same time
Close the visible menu; or, ESC
with asubmenu visible,
close the submenu only
Use shortcut keysfor toolbars

Using atoolbar Press
Make the menu bar active F10
Select the next or previous CTRL + TAB or CTRL +
toolbar SHIFT + TAB

Select the next or previous
button or menu on the
toolbar

TAB or SHIFT + TAB (when
atoolbar is active)

box (File menu) and so on)
Update thefilesvisiblein F5

the Open or Save Asdialog

box (File menu)

Using a dialog box Press
Switchtothenext tabin a CTRL + TAB or CTRL +
dialog box PAGE DOWN
Switch to the previoustabin | CTRL + SHIFT + TAB or
adialog box CTRL + PAGE UP
Move to the next option or TAB
option group
Moveto the previousoption | SHIFT + TAB
or option group
Move between optionsin Arrow keys
the selected drop-down list
box or between some
optionsin agroup of
options
Perform the action assigned | SPACEBAR

to the selected button; select
or clear the check box

Open the menu

ENTER (whenamenuona
toolbar is selected)

Perform the action assigned
to a button

ENTER (when abutton is
sel ected)

Move to the option by the
first letter in the option
namein adrop-down list
box

Letter key for thefirst letter
in the option name you want
(when adrop-down list box is
sel ected)

Enter text in atext box

ENTER (when the text box is
selected)

Select an option from a
drop-down list box or from
adrop-down menu on a
button

Arrow keysto move through
optionsin the list or menu;
ENTER to select the option
you want (when a drop-down
list box is selected)

Select the option or select or
clear the check box by the
letter underlined in the
option name

ALT + letter key

Open adrop-down list box

ALT + DOWN ARROW
(when adrop-down list box is
sel ected)

Use shortcut keysfor wi

ndows and dialog boxes

Close adrop-down list box

ESC (when adrop-down list
box is selected)

Using awindow Press
Switch to the next program ALT +TAB
Switch to the previous ALT + SHIFT + TAB
program

Show the Windows Start
menu

CTRL + ESC

Perform the action assigned | ENTER
to the default button in the

dialog box

Cancel the command and ESC

close the dialog box
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Access

Editing in atext box Press To display WhaF'S This SHIFT + F1
Move to the beginning of HOME help; after pressing
the entry SI—!I FT + F1, movethe
Move to the end of the entry | END pointer to the menu
Move one character to the LEFT ARROW or RIGHT cpmmand, tool.bar button,
left or right ARROW d|al_og box option, or screen
Move one word to the left CTRL + LEFT ARROW or regron, a”f’ then
or right CTRL + RIGHT ARROW Opening databases Press
Select from the insertion SHIFT + HOME To open anew database CTRL +N
point to the beginning of the To open an existing CTRL+0O
entry database
Select from the insertion SHIFT + END Printing and saving Press
point to the end of the entry To print the current or CTRL +P

Select or unselect one
character to the left

SHIFT + LEFT ARROW

selected object

To save adatabase object

CTRL +Sor SHIFT + F12 or
ALT +SHIFT +F2

To open the Save As dialog
box

F12or ALT + F2

Using a Combo box or list
box

Press

To open acombo box

Fdor ALT +
DOWN ARROW

To refresh the contents of a
Lookup field list box or
combo box

Fo

To move down oneline

DOWN ARROW

To move down one page

PAGE DOWN

To moveup oneline

UP ARROW

To move up one page

PAGE UP

To exit the combo box or
list box

TAB

Finding and replacing text
or data

Press

Select or unselect one SHIFT +
character to the right RIGHT ARROW
Select or unselect oneword | CTRL + SHIFT +
to the left LEFT ARROW
Select or unselect oneword | CTRL + SHIFT +
to the right RIGHT ARROW
Use shortcut keyson the Office Assistant
To Press
Make the Office Assistant ALT + F6: repeat until the
balloon active balloon isactive
Select aHelp topic fromthe | ALT + number (1 isthefirst
topics the Office Assistant topic, 2 isthe second, and so
displays on)
See more Help topics ALT + DOWN ARROW
See previous Help topics ALT + UPARROW
Close an Office Assistant ESC
message
Get Help from the Office F1
Assistant
Display the next tip ALT+N
Display the previoustip ALT +B
Close tips ESC

To open the Find dial og box
(Datasheet view, Form
view, and Module Window

only)

CTRL+F

Use global Microsoft Access shortcut keys

Displaying help

Press

To display the Office
Assistant, Microsoft Access
Contents and Index;

context -sensitive help about
the selected property,
control, macro action, or
Visual Basic keyword; or

aertswith aHelp button.

F1

To open the Replace dialog
box (Datasheet view, Form
view, and Module Window

only)

CTRL+H

To find the next occurrence
of the text specified in the
Find or Replace dialog box
when the dialog box is
closed (Datasheet view and
Form view only)

SHIFT + F4

Workingin Design view

Press

To switch between edit
mode (with insertion point
displayed) and navigation
mode

F2

To select aform or report

CTRL +R
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To switch to Form view
from form design or aform
module

F5

To switch between the
upper and lower portions of
awindow (Design view of
tables, macros, and queries
and the Advanced
Filter/Sort window only)

F6

Navigating and opening Press
objects
Tocyclethroughthetabof | CTRL + TAB
each object's type
Tocyclethrough thetab of | SHIFT + CTRL + TAB

each object's typeright to
left

To add acontrol to a section
(Form and Report Design
view only) For more
information, click

SHIFT + ENTER

Window operations

Press

To bring the Database
window to the front

Fllor ALT +F1

To cycle between open
windows

CTRL +F6

To open the selected table ENTER

or query in Datasheet view,

or form in Form view

To open the selected report | ENTER

in Print Preview

To run the selected macro ENTER

To open the selected table, CTRL + ENTER or
query, form, report, macro, ALT+D

or modulein Design view

Use shortcut keysto sel

ect text or data

To restore the selected
minimized window when all
windows are minimized

ENTER

To display the Control
menu

ALT + SPACEBAR

To close the active window

CTRL+Wor CTRL +F4

Miscellaneous

Press

Selecting text in afield Press
To extend one character to SHIFT +
theright RIGHT ARROW
To extend one word to the CTRL + SHIFT +
right RIGHT ARROW
To extend one character to SHIFT + LEFT ARROW
the left

To display the complete
hyperlink addressfor a
selected hyperlink

F2

To extend one word to the
left

CTRL + SHIFT +
LEFT ARROW

To check spelling

F

Note: To cancel aselection, u

se the opposite arrow key.

To open the Zoom box to
conveniently enter
expressions and other text in
small input areas

SHIFT + F2

To display aproperty sheet

ALT + ENTER

To quit Microsoft Access,
close adialog box, or close
aproperty sheet

ALT +F4

Selecting afield or record Press
To select the next field TAB
To switch between Edit F2

mode (with insertion point
displayed) and Navigation
mode

Toinvoke aBuilder

CTRL +F2

To toggle between a custom
menu bar and a built-in
menu bar

CTRL +F11

To switch between selecting
the current record and the
first field of the current
record, in Navigation mode

SHIFT + SPACEBAR

Use shortcut keysin the Database window

To extend selection to the
previousrecord, if the
current record is selected

SHIFT + UP ARROW

To extend selection to the SHIFT +

next record, if the current DOWN ARROW
record is selected

To select all records CTRL +A or CTRL +

SHIFT + SPACEBAR

Editing and navigating the Press
list of objects
Torename a selected object | F2
To move down oneline DOWN ARROW
To move down onewindow | PAGE DOWN
To moveto the last object END
To moveuponeline UP ARROW
To move up one window PAGE UP
To move to thefirst object HOME
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Access

Extending a selection Press Copying, moving, or Press
To turn on Extend mode F8 deleting text
(EXT appearsin the lower To copy the selectiontothe | CTRL +C
right corner of the window); Clipboard
pressing F8 repeatedly To cut the selection and CTRL +X
extends the selection to the copy it to the Clipboard
word, the field, the record To paste the contents of the | CTRL +V
(in Datasheet view only), Clipboard at the insertion
and all records point
To extend a selection to LEFT ARROW, or To delete the selection or BACKSPACE
adjacent fieldsin the same RIGHT ARROW the character to the left of
row in Datasheet view the insertion point
To extend a selection to UP ARROW, DOWN To delete the selection or DEL
adjacent rowsin Datasheet | ARROW the character to the right of
view the insertion point
To undo the previous SHIFT + F8 Undoing changes Press
extension To undo typing CTRL +Zor ALT +
To cancel Extend mode ESC BACKSPACE

Selecting a column in Press To undo changesin the ESC

Datasheet view current field or current
To select the current column | CTRL + SPACEBAR record; if both have been
or cancel the column changed, press ESC twice to
selection, in Navigation undo changesfirst in the
mode only current field and thenin the
To select thecolumntothe | RIGHT ARROW current record
right, if the current column Entering data in Datasheet Press
is selected or Form view
To select the column to the LEFT ARROW Toinsert the current date CTRL +
left, if the current column is SEMICOLON (;)
selected To insert the current time CTRL + COLON ()
Use shortcut keysto edit text or data Toinsert thedefault value | CTRL + ALT + SPACEBAR
Note: If theinsertion point isn't visible, press F2 to display it. fﬁ; ?nf:l;Sr?the valuefromthe | CTRL +
Moving theinsertion point Press same field in the previous APOSTROPHE ()
inafield record

To moveit one character to | RIGHT ARROW Toadd anew record CTRL +
the right PLUSSIGN (+)
To moveitonewordtothe | CTRL + To deletethe current record | CTRL +
right RIGHT ARROW MINUSSIGN ()
To moveit one character to | LEFT ARROW To save changesto the SHIFT + ENTER
the left current record
Tomoveitonewordtothe | CTRL + LEFT ARROW To SW'FCh between the SPACEBAR
|eft valuesin acheck box or
To moveit to theend of the | END option button _
field, in single-line fields Toinsert anew line CTRL + ENTER
Tomoveit to theend of the | CTRL + END Refreshing fieldswith Press
field, in multiple-line fields current data
To moveit to the beginning | HOME To recalculate thefieldsin F9
of thefield, in single-line the window
fields To requery the underlying SHIFT + F9
To moveit to the beginning | CTRL + HOME tables; in a subform, this

of thefield, in multiple-line
fields

requeries the underlying
table for the subform only
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Refresh the contents of a
Lookup field list box or
combo box

Fo

To turn off Move mode

| ESC

Use shortcut keysto navigatein Form view

Use shortcut keysto navigatein Datasheet view Gotoaspedfic record Press
To move to the record F5
Goingto a specific record Press number box; then type the
To move to the record F5 record number and press
number box; then type the ENTER
record number and press Navigate between fields Press
ENTER and records
Navigating between fields Press To moveto the next field TAB
and records To move to the previous SHIFT + TAB
To moveto the next field TAB, ENTER, or fied
RIGHT ARROW Tomovetothelast fieldin END
Tomovetothelast fieldin END the current record, in
the current record, in Navigation mode
Navigation mode Tomovetothelast fieldin CTRL + END
To move to the previous SHIFT + TAB, or the last record, in
fidd LEFT ARROW Navigation mode
To moveto thefirst fieldin | HOME To moveto thefirst fieldin | HOME
the current record, in the current record, in
Navigation mode Navigation mode
To moveto the current field | DOWN ARROW To moveto thefirst fieldin | CTRL + HOME
in the next record thefirst record, in
To moveto the current field | CTRL + Navigation mode
in the last record, in DOWN ARROW To moveto the current field | CTRL + PAGE DOWN
Navigation mode in the next record
Tomovetothelastfieldin CTRL + END To moveto the current field | CTRL + PAGE UP
the last record, in in the previous record
Navigation mode Navigate between sections Press
To moveto the current field | UP ARROW of arecord
in the previousrecord _ Tocycleforward through | F6
To moveto the current field | CTRL + UP ARROW sections
in the first record, in To cycle back through SHIFT +F6
Navigation mode sections
To moveto thefirst fieldin | CTRL + HOME - - ,
: : Navigatein formswith Press
the first record, in mor e than one page
Navigation mode
; To go down one page; at the | PAGE DOWN
Navigateto another screen Press end of the record, moves to
of data the equivalent page on the
To go down one screen PAGE DOWN next record
10 g0 up one screen PAGE UP Togouponepage; atthe | PAGE UP
To go right one screen CTRL + PAGE DOWN end of the record, movesto
To go left one screen CTRL + PAGE UP the equivalent page on the
To move columns Press previous record
To turn on Move mode CTRL +F8 Navigate between the Press
(MQV appearsin the lower main form and subform
right corner of the window) To enter the subform from TAB
To move the selected RIGHT ARROW the preceding field in the
column to the right one main form
column in Move mode To enter the subform from SHIFT + TAB
To move the selected LEFT ARROW the following field in the

column to the |eft one
column in Move mode

main form
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To exit the subform and
moveto the next field in the
master form or next record

CTRL + TAB

To move to the upper-left
corner of the page

CTRL + HOME

Use shortcut keysin the Module and Debug

To exit the subform and CTRL + SHIFT + TAB windows
move to the previousfield - - -
in the main form or previous View Visual Basic code Press
record To display the Object F2
Use shortcut keysin Print Preview and Layout Browser :
Preview To display the Callsdialog CTRL +L
box
Dialog box and window Press To view aprocedure SHIFT + 2
operations definition, variable, or

To open the Print dialog box | Por CTRL +P keyword
To open the Page Setup S Toreturnto thelast line CTRL + SHIFT + F2
dialog box position in the previously
To zoomin or out on a part 4 viewed procedure
of the page To display the previous CTRL + UPARROW
To cancel Print Preview or CorESC procedure
Layout Preview To display the next CTRL +

View different pages Press procedure DOWN ARROW
To move to the page = To display context -sensitive | F1
number box; then type the Help about the keyword
ENTER point _
To view the next page PAGE DOWN or To put focus on the Object | CTRL +F2
(when Fit To Window is DOWN ARROW Box
selected) To put focus on the CTRL +F2
Toview thepreviouspage | PAGE UPor Procedure Box (then press TAB)
(when Fit To Window is UP ARROW To list properties and CTRL +J
selected) methods

Navigatein Print and Press To list constants CTRL + SHIFT +J

. alist
To scroll down in small DOWN ARROW -
increments To enter the selected item ENTER
To scroll down onefull PAGE DOWN and ’T‘O"ethe cursor to the
creen next line _
To moveto the bottom of CTRL + 18 (rjr;akle athellj:itkdlsappear (E:?%_ w
the page DOWN ARROW mfor;zﬁgnq
To scroll upin small UP ARROW
incrementsp To display parameter CTRL + SHIFT +1
information

To scroll up onefull screen | PAGE UP -
To move to the top of the CTRL + UPARROW To gomplete the Visud CTRL + SPACEBAR
page Basic keyword
To scroll to theright in RIGHT ARROW Edit Visual Basic code Press
small increments Toselect dl visiblecodein | CTRL+A
To moveto theright edge of | END or CTRL + the Module window
the page RIGHT ARROW To find the next occurrence | F3
To movetothelower-right | CTRL + END of the text specified in the
corner of the page Find or Repl ace dlalog box
To scroll to theleftinsmall | LEFT ARROW when the dialog box is
increments closed
To moveto the left edge of HOME or CTRL +
the page LEFT ARROW
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To find the previous
occurrence of the text
specified in the Find or
Replace dialog box when
the dialog box is closed

SHIFT + F3

To find the next occurrence
of selected text

CTRL +F3

To indent selected lines

TAB or CTRL + M

To remove indentation from

SHIFT + TAB or CTRL +

selected lines SHIFT+M
To cut the current line and CTRL +Y
copy it to the Clipboard

Run and debug Visual Press

Basic code

To display the Debug CTRL+G
window
To run a parameterless F5
subprocedure containing the
insertion point, from the
M odule window
To switch between the F6
upper and lower panes
To step into aprocedure F8
(single step)
To step over aprocedure SHIFT + F8
To step out of aprocedure CTRL + SHIFT + F8
To run code to the current CTRL +F8
insertion point and halt
execution
To create an instant watch SHIFT +F9
for aselected expression
To toggle a breakpoint at F9

the selected line

To clear all breakpoints

CTRL + SHIFT + F9

To set the next statement CTRL +F9
To halt the execution of CTRL + BREAK
code or amacro

To continue execution of F5

code or macro

To reset execution of code SHIFT + F5
or macro

To toggle between breaking | ALT +F5
and not breaking on

unhandled errors and then

step to the next statement

To toggle between breaking | ALT +F8

and not breaking in class
modules and then continue
execution

Access
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