MICROSOFT OUTLOOK

KEYBOARD SHORTCUTS

Cheat Sheet
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New email
Reply
Reply all
Forward

Send the message

Search mail

Mark read / unread
Move to a folder
Flag for follow-up

Delete the message

Go to Mail
Go to Calendar
Go to Contacts

Go to Tasks

FROM ANYWHERE

New message

New appointment
New meeting request
New task

New contact

Copy / Paste
Undo / Redo
Spelling check

Print

br ntek

AI-POWERED IT PARTNER




