
ICTP_003_01222013     Page 1 of 8 
ProductivI.T.y tip 125_(Outlook) Outlook Keyboard Shortcuts _01222013 

 
 

 
 
 

 



ICTP_003_01222013     Page 2 of 8 
ProductivI.T.y tip 125_(Outlook) Outlook Keyboard Shortcuts _01222013 

Outlook Keyboard Shortcuts 
 

Below are some of the shortcuts that will help you move faster around Outlook. 

 

Press [CTRL]+[N] to create a new message 
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Press [CTRL]+[SHIFT]+[A] to create a new appointment 
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Press [CTRL]+[SHIFT]+[Q] to create a meeting request 
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Press [CTRL]+[SHIFT]+[K] to create a new task 
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Press [CTRL]+[R] to reply to an email (sender only) 
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Press [ALT]+[L] to reply to all 
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Press [CTRL]+[F] to forward an email 

 
 
 

 
We value your feedback. Please help us improve our ProductivI.T.y releases by filling out the “Serbisyong Bida” online survey form.  

You may also email your comments and suggestions to ict-process@pjlhuillier.com. 
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