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Open selected message in new window [ shift |+ [ Enter
Create a new outlook item (el J+(N)
Reply to a new message (cr J+(r)
Reply to all message (Ccul J+(shift J+(R)
Forward a message ("l J+( shift )+

Delete Message Delete

FORMAT TEXT

e .
Copy +
Paste +
Undo +(2)

CALENDAR

Create a new calendar Item

IE

Delete the selected item Delete

Go to the Calendar

Go to next time period
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Go to previous time period

Move to a different region on the calendar [ Cul J+[F6
Move to the next event or area in current view

—
Y]
o

Move to a previous event or area
in the current view
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Tab

Send Mail
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Close a new message
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Mark the message as read Curl

Mark the message as unread Ctrl y
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Refresh Ctrl
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Archive the message

Bold Ctrl
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[talics Ctrl

Underline Ctrl
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Insert a hyperlink Curl
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Save an appointment
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Send a meeting ((ctri )+ EnterJo

Switch to Day View (A J+( 1
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Alt
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Switch to Week View Shift |+| Alt
Switch to Month View Shift |+| Alt
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Switch to Work Week View Shift [+ At |+
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