Keyboard Shortcuts for EHR and Windows (V1.0; 03APR07)

(by S. Habiel, CAC @ Colville Service Unit, Nespelem, WA)

This document has two parts: text editing shortcuts and EHR-specific shortcuts

Windows Shortcuts for Text Editing

There are many shortcuts that are standard to Windows that make text editing much faster. All of these shortcuts can be used in EHR TIU notes and EHR text boxes of any kind. In addition, they can be used in web browsers, most Windows text editors, and most Word Processors.

Conventions:

The “+” sign means that you are supposed to press two keys together, e.g. Ctrl+V. The “,” means to press the keys separately in the order they appear. “Alt+F, P”, for example, means press Alt and F together, then release them, then press P by itself.

Cutting/Copying and Pasting

	Shorcut
	Action

	Ctrl+X
	Cut

	Ctrl+C
	Copy

	Ctrl+V
	Paste


Text Navigation

	Shortcut
	Action

	Ctrl+
	Move one word to the right

	Ctrl+
	Move one word to the left

	Ctrl+
	Move one paragraph up

	Ctrl+
	Move one paragraph down

	Home
	Go to the beginning of the line

	End
	Go to the end of the line

	Ctrl+Home
	Go to the beginning of the document

	Ctrl+End
	Go to the end of the document


Higlighting

Shift+(Any Text Navigation) will highlight. For example, if you are at the end of a sentence, and you press “Shift+Home” you will highlight the whole line.

Ctrl+A will select all. Use Carefully!

Correcting Errors

You would usually use Delete or Backspace to erase text. That may take a while, depending on what you want to erase. Here are some shortcuts:

Ctrl+Backspace erases the entire word immediately to the left of your cursor. This shortcut does not work in some old text boxes provided by Windows.

Any Highlighting (v.s.) + Delete OR Backspace erases highlighted text.

Ctrl+Z is Undo. It's your savior if you delete something by mistake. If you press Ctrl+Z, you will get it right back!

Redo is different in each application. Most applications use Ctrl+Y; some use Ctrl+Shift+Z; some use Ctrl+Z again to redo the undone.

Most applications today enable multiple undos and redos. However, EHR just enables one.

All together

You need to practice. Here are specific examples of how to use text-editing shortcuts.

Delete a just missplet word. Ctrl+Backspace.

Delete all text from a certain point down (a very common situation in EHR). Hold Shift to highlight, then navigate to the end by pressing Ctrl+End. Then use backspace or delete.

Oops, I didn't intend to do that... Ctrl+Z for undo

I hate what I wrote, I want to start over. Ctrl+A for highlight all, then delete or backspace.

I want to change the verb in the middle of the sentence. Ctrl+ to move to the verb one word at a time; just before the verb, hold the Shift key and do Ctrl+. This will highlight the verb, and you can use a different verb by typing over it.

I don't like the sentence/paragraph I wrote. You must hold the shift button to highlight. If you press home, you will highlight all text to the beginning of the line. Subsequently, you can use the  or  arrows to highlight lines above or below.

I need to rearrange my sentence. This happens very frequently. You want to switch the subject and the object or simply move the verb. Use Ctrl+ to move to the word(s) you want to shift around. Just before the word(s), hold Shift, and continue to use Ctrl+ to highlight the text. Once you are done with Highlighting, press Ctrl+X to cut, then move the cursor with Ctrl+ or Ctrl+ (or going up and down). Once you arrive at your destination, press Ctrl+V to paste. MS Word makes sure the spacing is correct before and after; EHR doesn't afford you that luxury though.

Miscellaneous shortcuts

Most of these won't work in EHR, but they work in the rest of Windows.

	Shortcut
	Action

	Ctrl+S
	Save

	Ctrl+F
	Find (MS Word uses Ctrl+H for replace)

	Ctrl+O
	Open File...

	Ctrl+P
	Print

	Ctrl+B
	Bold

	Ctrl+I
	Italics

	Ctrl+U
	Underline


EHR Shortcuts

What are those underlined letters in Dialogues and Menus?

A letter that is underlined on a button or a label means that you can select it by pressing Alt+Letter. For example, if a “Select” button is seen in a dialogue box, you can “click” on it by pressing Alt+S. Menu bars always have underlined letters; if they don't, you probably just need to press the Alt key to activate underlining. A common task is to print or sign orders. To print in EHR, you have to do Alt+F to select the file menu, then press P. To sign in EHR, you have to press Alt+A to open the Action menu, then press S. That will save you a lot of time when signing notes.

Can I highlight cells in EHR like Excel?

Yes you can. The cells you see in EHR either represent medications (on the medications tab) or orders (in the order tab). You can highlight adjacent cells by using the same method of highlighting text, i.e. Shift+(Navigation Button). So Shift+ will highlight the next cell down. To highlight non-adjacent cells, you have to use the mouse. Click on the first (to highlight), hold Ctrl, click on any additional ones.

The tab key

The tab key cycles between different fields in dialogues. Some of the dialogues are badly designed and using tab is more of an encumbrance. In-well designed dialogues, pressing tab will take you from one field to the next. Once you reach the “OK” or “Select” button, you will notice a dotted box around the button. To click on the button, press spacebar.

Practical EHR V1.0 Shortcuts

	Shortcut
	Action

	Ctrl+Alt+E

(locally set-up)
	Start EHR

	Alt+P,S
	Select Patient

	Tab in the patient selection dialogue box when opened and patient is not highlighted

(which is a bug)
	Highlight patient name

	Alt+Any underlined letter in a dialogue
	Perform the action of that letter. E.g. In add Problem/POV box, you type the diagnosis (in the top box which the cursor is already at), then use up and down arrows to select it in the next dialogue, then press Enter, then press Alt+S to save.

Similar methods can be used in the Education dialogue.

	Alt+Any letter in the menu
	Open that menu; you can subsequently select an item by pressing just the letter that is underlined

	Alt+A,S
	Sign notes or orders

	Alt+A,I in Notes
	Identify additional signers. Type the name, press enter, tab twice to reach the OK button, then press enter. (Makes it too easy!)

	Alt+F,P
	Print notes or orders

	Alt+A,underlined letter in Notes
	N-New Note

A-Addendum

D-Delete

E-Edit

A-Save without signature

S-Save

I-Identify Additional Signers

	Tab in Notes
	Move around the various panes and buttons

	Ctrl+P in Reports
	Print

	Alt+F4
	Close EHR
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