Keyboard General

· Press ‘TAB’ to advance to next field

· Hold ‘Shift’ key and press ‘TAB’ to move back to previous field 

· Press ‘ENTER’ to select a choice or execute a command that has focus (OK)

Verify Boxes  

· Focus is initially set on first field available for data entry

· Review or Re-Key as needed 

· Press ‘TAB’ or Click on next field to advance to next field if applicable

· Press ‘TAB’ to advance to ‘OK’ and then Press ‘ENTER’ when focus is on ‘OK’ (or Click on ‘OK’)

· Focus advances to next field 

Drop-Down Lists 

· Basics 

· Open Drop-Down 

· Navigate to highlight desired item

· Press ‘Enter’ (or left click) to select desired item 

· Press ‘TAB’ to advance to next field

· Keyboard 

· Type first letter of desired option (opens list)

· Continue typing if needed and see list filter down until desired option is highlighted (navigate)

· When desired option is highlighted, press ‘ENTER’ to select the option 

· Press ‘TAB’ to move to the next field. 

Drop-Down Lists

· Alternate Keyboard 

· Press ‘Down Arrow’ to open list 

· Use down and up arrows to navigate to choice 

· Press ‘Enter’ to select desired choice 

· Press ‘TAB’ to advance to next field 

· Mouse 

· Left Click on Arrows to open list 

· Drag’ scroll bar if needed and if applicable to navigate to desired item 

· Left Click on desired item to select 

· Press ‘TAB’ or left click on next field to advance to next field.

· Close Drop-Down 

· In some cases the drop-down list may fail to close- left click on the arrows at the edge of the drop-down box to close the list. 

Check-Box Items

· Mouse 

· Left Click on the checkbox to either select or de-select 

· Left Click on next field after the check-box grouping 

· Keyboard 

· Press ‘TAB’ to advance to the check-box item desired 

· Use ‘Shift + Tab’ to move back to a previous check-box item, field or Tab

· Press ‘Space Bar’ to select or de-select the check-box item

· Press ‘TAB’ to advance through remaining check-boxes in group to get to the next field. 

