Mousetrap equivalents – partial list:
Ctrl key
In the Acquisition and Cataloging modules there are also keyboard equivalents that use the Ctrl key and letter. These are found under the menu choices.  The Ctrl key must be held down while the additional letter is keyed in.


	Ctrl + X
	Cut

	Ctrl + C
	Copy

	Ctrl + V
	Paste

	Ctrl + B
	Saves to database

	Ctrl + P
	Prints

	Ctrl + E
	Special character entry

	Ctrl + D
	Special character mode

	Ctrl + T
	Retrieve items

	Ctrl + M
	View line items in Acquisition

	Ctrl + Q
	Save to database and close

	Ctrl + Z
	Undo for last typing. (Doesn’t undo new field though)

	Ctrl + Del
	Deletes to end of field


Shift + Arrow keys for highlighting letter, word or field

 These commands are useful when combined with above Cut, Copy and Paste commands
	Shift + right arrow
	Highlights one letter

	Ctrl + Shift + right arrow
	Highlights one word at a time (looks for next space)

	Shift + End
	Highlights whole field


Function keys
One of the quickest ways to maximize keystrokes is to use the available Voyager function keys.  Below is a chart of the ones we have:

F1 – opens cataloging help relevant to the record open (i.e. bib opens to bib help, etc.)

F2 – displays Valid Values in any cell where cursor is placed

F3 – inserts a row before a field

F4 – inserts a row after a field

F5 – goes to holding screen from either a bib record or item record

F6 – goes to bib screen from a holdings record

F7 – creates item record from a holdings record

F8 – puts cursor in (activates) a field

F9 – makes delimiter symbol

F10 – displays search box

F11 – imports (varies slightly)

