
ad
d

ad
d

 new
 item

 to the current list

D
e

fi
n

itio
n

A
ctio

n
K

eytc
co

m
p

lete
com

p
lete the selected

 task(s)

p
p

o
stp

o
ne

p
ostp

one the selected
 task(s) b

y one d
ay if they have a d

ue d
ate

d
d

ue d
ate

C
hange the due date of the selected task

f
rep

eat
C

hange the rep
eat of the selected

 task

g
tim

e estim
ate

C
hange the tim

e estim
ate of the selected

 task

s
tag

s
change the tags for the selected

 task

u
url

change the url for the selected task

l
lo

catio
n

change the location for the selected
 task

y
ad

d
 note

ad
d

 a note to the selected
 task

r
renam

e
renam

e the selected task

z
und

o
und

o the last action

1
p

rio
rity 1

set the p
riority of the selected

 task(s) to 1

2
p

rio
rity 2

set the p
riority of the selected

 task(s) to 2

3
p

rio
rity 3

set the p
riority of the selected

 task(s) to 3

4
no

 p
rio

rity
set the selected

 task(s) to have no p
riority

<
d

el>
d

elete
d

elete the currently selected
 task(s)

<
esc>

escape
rem

ove the cursor from
 the current inp

ut field

a
select all

select all tasks in the current list

n
select none

select none of the tasks in the current list

k
m

ove up
w

hen on a list, m
ove the cursor up

<
tab

>
tab

save inp
ut and

 m
ove to the next field

m
m

ulti-ed
it

toggle m
ulti-ed

it m
od

e on or off (d
efault is off); S

m
art ad

d
 m

ust b
e d

isab
led

 in settings

j
m

ove d
ow

n
w

hen on a list, m
ove the cursor d

ow
n

i
select task

w
hen on a list, select an task

h
sw

itch tab
s

sw
itch b

etw
een tab

s (e.g. Tasks and
 N

otes)

K
ey

D
e

fi
n

itio
n

A
ctio

n

search
m

oves the cursor to the search b
ox

D
efinitio

n
A

ction
K

ey

ctrl+
shift +

 /

ctrl+
shift +

 6
overview

sw
itch to the overview

 screen

ctrl+
shift +

 7
tasks

sw
itch to the tasks screen

ctrl+
shift +

 8
lo

catio
ns

sw
itch to the locations screen

ctrl+
shift +

 9
contacts

sw
itch to the contacts screen

ctrl+
shift +

 0
setting

s
sw

itch to the settings screen

ctrl+
shift +

 <
rig

ht>
m

ove next
sw

itch b
etw

een tab
s (e.g. m

ove to the next list)

ctrl+
shift +

 <
left>

m
ove p

revious
sw

itch b
etw

een tab
s (e.g. m

ove to the p
revious list)

ctrl+
shift +

 l
lo

g
in

skip
 to login screen (from

 hom
ep

age)

K
ey

D
e

fi
n

itio
n

A
ctio

n

pan

D
e

fi
n

itio
n

K
ey

arrow
 keys

page up, page dow
n, hom

e, end
p

an (w
id

e)

+
zo

o
m

 in

-
zo

o
m

 o
ut

ctrl+
shift +

 l
g

o

A
ctio

n

m
ove around

 the m
ap

m
ove around

 the m
ap

 w
ith a w

id
er p

an than arrow
 keys

zoom
 in on the m

ap

zoom
 out on the m

ap

m
oves the cursor to the location ‘go’ b

ox

K
ey

D
e

fi
n

itio
n

A
ctio

n

The shift key can be used to select m
ultiple tasks at once. H

ere's how
: C

lick on the first task that you w
ant to 

select. H
old dow

n the shift key. C
lick on the last task that you w

ant to select. R
elease the shift key. Y

ou can 
also de-select m

ultiple tasks in this m
anner.

^ 
Due Date

! 
Priority

#
List and Tags

@
Location

*
Repeat

=
Tim

e Estim
ate

U
sin

g
 S

h
ift to

 S
elect

S
m

art A
d

d
 S

ho
rtcuts

Shortcuts
C

om
bination Shortcuts

Location Shortcuts

cheat sheet

created by Kevin Arm
strong (kevinandre.com

)

http://kevinandre.com

