Tally: Commonly Used Special Key Combinations

	Task
	Press
	When Cursor is at/on

	Crate new Account Group in Ledger screen
	Alt+C
	Under field

	Create new parent in Account Group screen
	Alt+C
	Under field

	Create new Stock Group in Stock Item screen
	Alt+C
	Under field

	Create new parent in Stock Group screen
	Alt+C
	Under field

	Create new Stock Category in Stock Item screen
	Alt+C
	Category field

	Create new parent in Stock Category screen
	Alt+C
	Under field

	Create new Unit in Stock Item screen
	Alt+C
	Units/Alt.Units field

	Create new Account Ledger in Voucher screen
	Alt+C
	Particulars field

	Create new Stock Item in Voucher screen
	Alt+C
	Name of Item field

	Alter Account Ledger in Voucher screen
	Ctrl+Enter
	Name of the Ledger

	Alter Stock Item in Voucher Screen
	Ctrl+Enter
	Name of the Stock Item

	Modifying Account Group in Reports Display
	Ctrl+Enter
	Name of the Account Group

	Modifying Account Ledger in Reports Display
	Ctrl+Enter
	Name of the A/c Ledger

	Modifying Stock Item in Reports Display
	Ctrl+Enter
	Name of the Stock Item

	Modifying Stock Group in Reports Display
	Ctrl+Enter
	Name of the Stock Group

	Modifying Stock Category in Stock Category Display
	Ctrl+Enter
	Name of the Stock Category

	Modifying Godown in Godown Summary Display
	Ctrl+Enter
	Name of the Godown

	Invoke Calculator at Voucher screen
	Alt+C
	Numeric field

	Invoke Calculator at Voucher screen
	Ctrl+N
	Other than numeric field

	Invoke Calculator at Report and other screen
	Ctrl+N
	Any field

	Save screen quickly
	Ctrl+A
	

	Quit the screen without questioning
	Ctrl+Q
	

	Removing a line from Display
	Alt+R
	

	Restoring removed lines
	Alt+S
	

	Repeat Narration entered in previous voucher
	Ctrl+R
	Narration field

	Repeat Narration entered in previous voucher having same first ledger account
	Alt+R
	Narration field

	Delete a Master in Alteration screen
	Alt+D
	

	Delete a Voucher in Alteration screen
	Alt+D
	

	Duplicate a Voucher in Alteration screen
	Alt+2
	

	Cancel a Voucher in Alteration screen
	Alt+X
	

	Delete a Voucher in Day Book/List of Vouchers
	Alt+D
	Voucher

	Insert a Voucher in Day Book/List of Vouchers
	Alt+I
	Voucher

	Add a Voucher in Day Book/List of Vouchers
	Alt+A
	

	Cancel a Voucher in Day Book/List of Vouchers
	Alt+X
	Voucher

	Duplicate a Voucher in Day Book/List of Vouchers
	Alt+2
	Voucher

	Fill up unique characters at a selection field
	Ctrl+U
	Pop-up

	Display previous voucher during Voucher entry/alter
	PgUp
	

	Display next voucher during Voucher entry/alter
	PgDn
	

	Display next level details on same screen
	Shift+Enter
	On the item

	Collapse next level details
	Shift+Enter
	On the item

	Display report for previous item (in the list)
	-
	

	Display report for next item (in the list)
	+
	

	Rewrite data for a Company
	Ctrl+Alt+R
	Gateway

	In Invoice screen to call stock journal screen
	Alt+V
	Quantity field


