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COINSplus – Quick hints and tips guide 
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All of these short cut keys will work from any main menu within COINS. 
 
 

 C (Change Company). Scroll up and down with the arrow keys to select the company you 
require. 

 

 D (Desktop Menu). This will allow you to access the Calculator, Calendar, Diary, Mail, User 
Preferences and also gives you the ability to change your login password. 

 

 A (Appointments). This will allow you to view any appointments for the current date that have 
been set in the diary. 

 

 F (Favourites Menu). If you use a particular function often, you can add it to your favourites 
list.  Highlight the menu option then press +. 

 

 H (Hot Menu). Another menu, similar to favourites that can be set up by your Coins 
Administrators and given to multiple users. 

 

 M (Messages). This will allow you to view any messages received and send a message to 
another COINS user. 

 

 P (Print Manager). This will allow you to access a history of all the reports you have printed. 
You can then choose to view, save or reprint a report.   

 

 T (Transfer). If you want to export a report to excel, choose to print the report to the printer 
named FTPFILE. Pressing T on the keyboard with transfer the file created to U:\Temp folder. 

 

 U (User Preferences). You can choose whether or not to display numbers on your menus (you 
can then use those numbers to select the menu options).  You can also choose to have large 
or small menu icons displayed. You can define your default printer here as well. To remove or 
add a tick in a box – press Space Bar. 

 

 L (Log Out). A quick way to log out from any menu. 
 

 Q (Quit). A quick way to log out from any menu. 
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 To move between the menu frames (menus, history and navigator), press [Tab]. 
 

 You can move a popup menu if it covers information you want to read.  Use the left and right 
arrow keys, and the Page Up and Page Down keys. 

 
 

 
 If you select Session and ‘Print Screen’ – you can print a COINS screen shot to your default 

windows printer. 
 

 
 

 Select Tools and ‘Options’ to choose whether the screen print is in text format or an image, 
and choose which tool bars are displayed on screen. 

 

 
 
 

 Select Help and ‘Tip of the Day’ to display helpful advice about features within COINS.  
 

 

Tick this option to see a 

tip displayed every time 
you log into COINS. 
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 You can search for text within a lookup.  Press [F5] again and enter the text. 
 

 You can reverse the order of a lookup by pressing [F3]. 
 

 Pressing [F8] in many lookups changes the display order or selects different lookup options. 
 

 When ordering stock, press [F5] to bring up stock items.  Select an item then press [F7] to see 
stock balances. 

 
 

 
 

 To move to the next field in an input screen, press [Tab]; to move to the previous field, press 
[Shift][Tab]. 

 

 To undo changes you have made to a field, press [F7]. 
 

 To clear a field, press [F8] (Note: In a character input field, this clears all characters to the right 
of the highlight.  In a decimal or integer field, it sets the field to zero.)  To clear a date field, 
press ?. 

 

 On a date field, press [F5] or right-click to call up the calendar. 
 

 On a number field, press [F5] or right-click to call up the calculator. 
 

 On an General Ledger account field, you can use [F5] to look up each element separately; 
COINS builds up the account from the elements you select. 

 

 You can move to the beginning/end of an input field by pressing [Esc] [Left-Arrow]/[Right-
Arrow]. 

 

 
 

 You can copy text from the screen:  select the text and choose Copy from the Edit menu.  You 
can then paste the text into a document. 

 

 You can paste text from the clipboard into a COINS field.  Place the cursor in the field and 
choose Paste from the Edit menu. 
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 You can refer to the On-Line Documentation for the function you are running.  Click the Help 
button.  This brings up a topic from the documentation that is relevant to the function you are 
running (or, if you are at a menu, to the function that's highlighted). 

 

 To use the Index for the On-Line Documentation, click the Index button, or the Index tab in 
the finder pane.  Then enter the keyword you want to search for in the line at the top of the 
window.  COINS On-Line Documentation displays a list of relevant topics.  Click on the topic 
you want to see. 

 

 To search for a word or words in the On-Line Documentation, click the All Words button, or 
the Find tab.  Then at the top of the window enter the word to search for.  To find 
combinations of words, use the &&And and +Or buttons.  You will see a list of relevant topics.  
Click on the topic you want to see. 
 

 
 
 

 
 
These options can be used when you are doing an F5 lookup. 
 
In the example below I have done an F5 lookup on the customer field in SL Dig Deeper. 
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[1] Printing a lookup list 
 
If you now press [Esc] + P you will be presented with a Selective Print Option. Use the tab key to move 
between options and press the spacebar to select an option. 
 

 
 
Select 
Whole File  Will print the entire list of customers   
Current Page  Print just the records you can see on your screen 
Current Line-End Will print from the line currently highlighted to the end of the file 
Current Line  Prints only the current line 
 
Detail  
Line Frame  Prints the fields displayed on the screen 
Export Report  Prints the entire record in a comma separated list 
 
Output 
Output to Printer Allows you to print to a specified coins printer 
Output to Clipboard Copies file to clipboard, open notepad and choose paste  
 
 
 
[2] Filtering a lookup list 
 
If you now press [Esc] + F you will be presented with a Generic Filter Selection. This will vary 
depending on the area of the system you are in. 
 
 

 
 
 
In this filter selection, there are options to filter on whether the customer is dormant, customer name, 
customer, short name and search name.  
 
 
Example 1: Putting a Y in the first field would filter the list of customers to show only the dormant 
account. 
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Example 2: Putting A* in the CAN DO LIST against customer name, you would get a list of all 
customers whose name begins with an A.  
 

 
 
 
Other types of filters: 
 
! Not 
* Match any 
. Match any one characters 
 
 

 
 
To select a printer – press the Space Bar to check the radio button. 
 

 
 

 Foreground – This will allow you to print the report immediately to any COINS printer you 
have been given access to. You will not be able to do anything else in COINS until the report 
has finished generating. 

 

 Text Preview – This will display the report on the screen. When viewing a report using Text 
Preview, press [F5] to search for text and [F10] to go to a specific page. Press [F4] to exit the 
report and you will be asked if you would like to print the report. 
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 Print Preview – This will display the report similar to the ‘Text Preview’ option, but the report 
will appear in a new window. The report can then be searched for text and printed to your 
default windows printer. 

 
 

 
 
 

 View in Browser – Selecting this option, the report will appear in Internet Explorer as a HTML 
document. 

 

 Save - You can save the selection criteria for reports that you generate often, to save you 
typing them each time. Enter a name for the configuration you would like to save. The next 
time you run the report press [F9] to load a saved configuration. You will see a list of all the 
configurations you have saved. Press F8 and choose ALL to see a list of all configurations that 
have been set up for the report. 

 

 
 

 Pdf – Creates a pdf of the report – ideal for sending on via email to other people. 
 
 

 To stop a long report from generating, press [F4].  The report will stop generating at the next 
page.  You can then print or view the report so far (press [F1]), or abort the report (press [F4]). 

 
 
 


