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Keyboard Shortcuts in HRMS 
Keyboard shortcuts are keys or combinations of keys you can use instead of icon buttons while you are working in 
HRMS. Many people prefer to use keyboard shortcuts rather than moving their hand off the keyboard to the mouse. 

Tip: Find a shortcut you like? Write it on a sticky note and put it on your desk where you’ll see it easily as a 
reminder until you have mastered the combination. Then, move on to another one! 

  

The following is a list of available keyboard shortcuts. Keyboard shortcuts may be different for the same icon 
depending on which screen you are on. 
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