	XFA Click Help

	A
	STANDARD HOTKEYS

	
	

	INSERT
	To Create new Company or any Master or any Data Entry from Company / Masters / Data Entry List option.  


	INSERT
	While Viewing  any Report if you are on a particular party and want to make any type of data entry of that Party then press   “INSERT”  .

	ALT + INSERT
Or  INSERT
	When in any Master List or Data Entry List and want to create any other type of data entry then Press  ALT + INSERT
And while view any report cursor selection is on a particular account then  CTRL+L to view that a/c’s Ledger   and   CTRL+O   to view that a/c’s Outstanding.

	
	

	ALT + F12
	From anywhere to find any Option available in Menu or not & Its Place in Menu.

	
	

	ALT + 1
	To come to Dashboard with all Multiple Tabs opened.

	ALT + C
	To Select Another Company.

	ALT + Y
	To Change any Financial Year of a Company.

	ALT + X
	To come to Dashboard by closing all opened TABS in a Company.

	ALT + Z
	To open Last Closed Option  from anywhere.

	CTRL + D
	To change Date in any List / Report

	CTRL + SHIFT + D
	To change Date Range Type in any List / Report

	CTRL + T
	To change Entry Type in any Data Entry / List / Report

	CTRL + S
	Setup Option of any Data Entry / Printing option.

	ALT + F1
	To write To-do List or Notes or Queries from anywhere in Software

	ALT + 2
	For Backup of  Selected Company  as per Backup Folder defined.

	B
	DATA ENTRY HOTKEYS & TIPS

	
	

	General
	While in Entry,  If want to open Help list of any Account / Item / Ship-to / Dispatch From / Transporter / Broker etc.

	
	Just type First 2/3 letters of Required Master or Space Bar,  If not found in list then INSERT to add New.





	Setup
	You can change default setup of Data Entry by   CTRL+S  - Setup option.


	CTRL + Y
	To delete Any Master or Data Entry from List Option.

	
	If in Sale/Quotation/Proforma/Purchase Voucher, to delete any Particular Item line, Select to Edit that

	
	Voucher & then Select Item line to delete & then press CTRL + Y to delete that selected Item.

	
	

	C
	REPORTING HELP

	
	

	
	In any List / Report on Screen, Can search any word in any Column.

	
	Camera Sign in Right Bottom if GREEN then any search is ON.

		
	
If any report taken on screen,  then You can get all other formats of that Report by  F2 and can select any format and also You can make any format you require as Default in this Formats List.


	CTRL + V
	To print a Particular Invoice from Ledger / Outstanding / Sales Entry List .

	ALT + T
	To get Trial Balance from any where  & from that   TAB can see   F6 = Balance sheet,   F7 = Trading,   F8 = P & L

	ALT + B
	To get Balance Sheet from any where  &  from that TAB can see   F5 = Trial Balance,    F7 = Trading,   F8 = P & L

	ALT + L
	To View Ledger of any party from any TAB.   
While viewing Ledger of any Account,    F4 to view / Edit that Account's Master,  SHIFT+F4 to  view Ledger of Another Account. Also    +    to view Next Ledger  &    -    to view  Previous Ledger.


	ALT + I
	To View Item Ledger  of any Item from any TAB.

	ALT + O
	To View Outstanding  of any party from any TAB.

	Options in any Report
	Options in any Report or Data Entry List
In ANY Report or Data Entry List, when Cursor Selection is on a Particular Account,   F4 to view / Edit that Account's Master.
And  CTRL+L  to view that a/c’s Ledger   and   CTRL+O   to view that a/c’s Outstanding.



	SHIFT + F4
	While Viewing Any Particular Party’s Ledger or Outstanding SHIFT + F4 to change to Another Account to View.

	F2
	To Get Different Formats in List / Reports.

	CTRL + F2
	Select Next Format of List / Reports.

	SHIFT + F2
	Select Previous Format List / Reports.

	CTRL+S
	To change any Report setup, In any Report  when report shown on Screen before Printing.
 

	CTRL+SHIFT+S
	In any Report, To add or remove any Column in printing or on Screen.

	
	

	D
	PRINTING  HELP

	
	

	
	In any List / Report  CTRL+P to print and you can get print on Printer / File / Email / Whatsapp.

	
	Some reports like Ledger / Outstandings etc. where multiple Parties are there you can select and send multiple ledgers / outstandings To All selected parties  Individually or you can generate common file of same to send to C.A. / Consultant.

 Default option will be  FILE and Common File will be ticked, so if want to send to all Individually then remove tick from Common File, Also check File format Excel or Pdf.  

	
	

	E
	Other Functions

	D
	PRINTING  HELP

	
	You can create Shortcuts of your Frequently used Options on Dashboard.  When you take any Entry or Report Option, then on Right  Top Side next to Date Range there is an ARROW before  Close (X) Button, Just Click that Arrow and it will Ask the Name of Report & If you want any Hotkey to Assign that Report. Then Save it, So that Shortcut will be created on Dashboard & Like this you can create Maximum 20 Shortcuts on Dashboard. So you need not go in Menu for that Report but can take directly From Dashboard. And From any option to go to Dashboard Press  ALT + 1.



