
PayServ Shortcut Keys 
The following keyboard commands may be used as shortcuts for performing 
common functions in PayServ. 

 
To invoke a function, hold the ALT key and the designated # key, then press the 
ENTER key on your keyboard. 

 
 

ALT+1 = Save button  
ALT+2 = Return to Search button 
ALT+3 = Next in List Button 
ALT+4 = Previous in List Button 
ALT+7** = Insert Row  when no General Comments hyperlink is 
present on the page 

~OR~ 
ALT+7** = Open General Comments when General Comments hyperlink 
is present on the page 

ALT+8** = Delete Row when no General Comments hyperlink is 
present on the page 

~OR~ 
ALT+8** = Open General Comments when General Comments hyperlink 
is present on the page 

 
**The ALT+7 or ALT+8 shortcuts can be used to insert or delete a row on any page where the 
General Comments hyperlink is NOT present. Examples of pages that do not have the General 
Comments hyperlink are: Personal Information, Direct Deposit, Deductions, Taxes and the General 
Comments page itself. 

 
When the General Comments hyperlink IS present on a page, using the ALT+7 or 
ALT+8 shortcuts will cause the General Comments page to open. 

ALT+\ = Opens the Add New Value page from the Time Entry Page. Also 
toggles between the Add New Value and Find an Existing Value pages. 

F11 = Expands page to full screen allowing more content to be viewed. 
Toggle back to view original size. This shortcut key works on all Web 
pages. 
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