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Quick Tip 
 

Datatel Quick Key Shortcuts 
 
 
F2 and F9 
 
The F2 key allows the user to detail into the field that contains the cursor. The F9 key allows the 
user to update out of, and save, the current screen. By using both of these keys, the user can keep 
their hands on the keyboard when entering information in Datatel. The user will not have to 
move their hand back and forth between the keyboard and the mouse. 
 
 
The At symbol (@) 
 
Entering the @ symbol in the first screen of a form will open the last entry the user was working 
on. This allows the user to go back into their recent entry to make changes, view the Datatel 
identification number, etc. 
  
 
Three Dots (…) 
 
Many of the fields in Datatel allow you to search for the correct entry code if this is not known. 
Enter three (3) dots (…) in the field and press Enter. 
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