PRopDuUCTIVITY

Next Unread Message Shoricut in Outlook

Aside from Unread Search folder, Outlook has provided
another shortcut to help you find and open the next unread
email in your inbox.

Click here to know how to view the next unread message in
your inbox in a few steps.

Prepared by Information Security and IT Governance Division of ICT.
Productivl.T.y showcases tips & tricks on various

Outlook ) oo
officeand branch applications.

ICTP_008_02262013 Page 1 of 7
Productivl.T.y tip 130_(Outlook) Next Unread Message Shortcut in Outlook_02262013



Next Unread Message Shortcut in Outlook

Use the opened Message form to view the unread emails in your Inbox.

This shortcut will automatically find and load the next unread item
every time you click the Next Unread Item button.

To activate the Next Unread Message button/shortcut:

1. Open a Message form and then expand the Quick Access Toolbar menu
2. From the menu, select More Commmands...

MRUM FORMI[APPROVED] - Message (HTML)

Message Customize Quick Access Toolbar

; v | Save
3 =
—ét —A —-‘3 Quick Print y Safe Lists %d
Reply Reply Forward || De Print Preview E) Not Junk Categorize
to All i v
Responc Spelling & Grammar B - G Oc
v | Undo
This message was sent with Hi
v | Redo
From: iWork [(Work@pjlh
To: Ferdinand Jr. G. P Reply
N Cc Reply to All
Subject: MRUM FORMIAP, Forward
Delete

Dear Sir/Madam:
Move to Other Folder

Please be informed tha | /| previous item submitted and apprc

below.
v | NextItem
More Commands...

Employee Name:
peoy Show Below the R'bbc1 Customize Quick Access Toolbar]
Date Approved. Minimize the Ribbon

MRUM Date Covered: reUruary Zurs
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Editor Options window will appear

3. Under the Customize category, set Choose commands from: dropdown to All Commands
4. Select the Next Unread Item command
5. Click Add >> button
Editor Options _?Jﬁl

Popular ) - :
P iﬂj Customize the Quick Access Toolbar.
Display
3 Choose commands from:
Proofing r 'u

All Commands

i Quick Access Toolbar:
—
Customize ] New Office Document -:] = save
) New Post in This Folder ) Undo
8 New Table Style... (U] Redo
&1 New Task 4 Previous Item
¥ Next Item

Next Flagged Message
Next High Importance Item

¥ Nextitem
C ) Next Item from Sender @

No Border I Add >> l - I

v Normal

REMOVE o
y) Normal Lighting —_—] _I

’
be  Normal Text

|.2] NotJunk | |

=, Nudge Shadow Down

Nudge Shadow Left

Nudge Shadow Right

" Nudge Shadow Up

= Numbering »
OneNote .
Open S

i} Open Form

|7 Open Form Region...

Jocet Modif
Onanina ;l Reset Modify,.. I

o Show Quick Access Toolbar below the Ribbon

o

|

| OK I Cancel
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Next Unread Item command will be displayed under Quick Access Toolbar list

6. Click Ok button

i @ Customize the Quick Access Toolbar.
Display b

Choose commands from:
frogfing IAII Commands Ll
Advanced

“Customize o

New Office Document
New Post in This Folder
New Table Style...
New Task
Next Flagged Message
Next High Importance Item
¥ Nextitem
Next Item from Sender
Next Item in Conversation Topic
Next Unread Item
No Border
v Normal
_"1,7 Normal Lighting
abe  Normal Text
1.} NotJunk
J, Nudge Shadow Down
,L' Nudge Shadow Left
), Nudge Shadow Right
Nudge Shadow Up
i= Numbering
OneNote
Open
K53 Open Form
|-7 Open Form Region...

Nnaninn

EEC]

|

Add >> I
Remove I

=

E

I~ Show Quick Access Toolbar below the Ribbon

Quick Access Toolbar:
= Save

¥) Undo

J Redo

4 Previous Item

Next

"
I‘ Next Unread Item

®

=

Z
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MRUM FORM[APPROVED] - M

Mext Unread Item
R} -
- }J , % x ] Mave to Folder s! &, safe Lists
¢ - [ Create Rule

Reply Reply Forward || Delete . Mot Junk
to All [:3 Other Actions ~ || sender

This message was sent with High importance,

From: iwerk [iWork@pjlhuillier. com]
T Ferdinand Jr. G. Pekson

Cc

Subject: MRUM FORM[APPROVED]

[

Next Unread Item button/shortcut will now appear in the Message form

Categorize Follow Mark as i Send to

-

Up~

Unread COneMote
F}

Sent: Thu 2/21/2013 5:42 PM

Dear Sir/Madam:

| ¥
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To view the next unread email:

1. Click Next Unread Item button

{- Ferdinand Jr. G. ... sample message 2
- Ferdinand Jr. G.... sample message

*7000 :

Message

” S x 3 Move to Folder ~

& J (X Create Rule

Reply Reply Forward || Delete
to All

. Categorize Follow Mark as
] Other Actions ~ = Up~ Unread

From: Ferdinand Jr. G. Pekson
To: Ferdinand Jr. G. Pekson
Cc

Subject: sample message 2

Fri 2/22/2013 9:48 AM

Fri 2/22/2013 9:47 A...

q
s
Send to
OneNote

On:

Sent:  Fri 2/22/2013 9:48 AM

Sample message 2

IT PROCESS AND CHANGE MANAGEMENT DEPARTMENT
ISIG Division, Networld Capital Ventures, Inc.
itprocess@pjlhuillier.com

@ Consider the environment. Please don't print this e-mail unless you really need fo.

vl

11
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After clicking the Next Unread Item button, the next unread message will be displayed

[~ FerdinandJr. G. .. sample message 2 Fri 2/22/2013 948 AM
{4 Ferdinand Jr. G. .. sample message Fri 2/22/2013 9:47 AM]
rm? , i Q
Message
2 Move to Falder ~ ] &
ol | X et [ @ s | B N (0| (2 )
! _ &Create Rule el
Reply Reply Forward || Delete . Block Mot Junk Categorize Follow Markas || Find Send to
to All ] Other Actions ~ sender - Up~ Unread w Onekote

i)

[

From: Ferdinand Jr. G. Pekson sent:  Fri 2/22/2013 9:47 AM
Ta: Ferdinand Ir. G. Pekson

Cc

Subject: sample message

Sample message 1

IT PROCESS AND CHANGE MANAGEMENT DEPARTMENT
151G Division, Networld Capital Ventures, Inc.
itprocess@pilhuillier.com

@ Consider the environmeni. Please don't prinf this e-mail unless you really need fo.

We value your feedback. Please help us improve our Productivl.T.y releases by filling out the “Serbisyong Bida” online survey form.
You may also email your comments and suggestions to ict-process@pijlhuillier.com.
Click here for back issues of ProductivI.T.y in MyLink.
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