PRopDuUCTIVITY F

Outlook Keyboard Shortcuts

or Internal Use Onl

Just like any other computer software, Outlook has many
shortcuts that allows you to handle email swiftly.

Click here to know several time-saving keyboard shorfcuts
in Outlook.

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

Options Format Text

Address Check Follow
Book Mames Up~

Subject:

| ¥

4

-
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Press [CTRL]+[SHIFT]+[A] to create a new appointment
Untitled - Appointment

Format Text

| Appointment ik i
koo | E7}
@ Scheduling Assistant || - oS
Save & Invite . Options || Spelling Meeting
Close Attendees Emp 7 - - Motes

Subject: |

Location:

Start time: | Fri 1/15/2013 EI 11:30 AM El I:l All day event

End time: | Fri 1/18/2013 [=] [1200 Pm [=]
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Meeting Insert Format Text

HET 2 ||[F appointment] (@]
*

E‘ Scheduling Assistant — —
Cancel Attendees | Options || Spelling Meeting
Invitation B ™ ks - - Motes

| Invitations have not been sent for this meeting.

|

Subject:

Location:

Start time: | Fri 1/15/2013 EI 11:30 AM El |:| All day event
End time: | Fri 1/18/2013 [=] [22:00 Pm [=]
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Press [CTRL]+[SHIFT]+[K] to create a new task
m; Untitled & Task EENER e

Insert Format Text

| ?_ ‘ x & Task Z } L"_;-I @ ‘ e A B2 Categorize ~ %
%, Details ] ~ e ¥ Follow Up ~

Save & | Delete Assign Send Status  Mark Recurrence Skip Spelling

Close Task Report  Complete | B Occurrence (&) Private -

-
&
=

subject: |

Start date: MNone E Status; |Mot Started
Due date: None E Priority: | Normal |Z| S Complete: | 0% =

[T Reminder: |Mone :| Mone COwner. |Ferdinand Ir. G. Pekson
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Options Format Text

Address Check
Book Mames

Leo 5. Listana

Subject: RE: [FOR RELEASING] Memao from BOTF Project Head - Reactivation of PRD10

From: Leo 5. Listana
Sent: Friday, January 18, 2013 10:54 AM
To: ICTO-DCO-Service Desk; Noli Llacuna

4|

ICTP_003_01222013
Productivl.T.y tip 125_(Outlook) Outlook Keyboard Shortcuts _01222013

Page 6 of 8




Options Format Text

ﬂ

Address Check Follow
Book Mames Up~

Leo S, Listana; [ ICTO-DCO-Service Desk; Moli Llacuna

Ergie 5. Ong - ICT Group; Aleida T, Magnaye; ® ICT Process Department
Subject: RE: [FOR RELEASING] Memao from BOTF Project Head - Reactivation of PRD10

From: Leo 5. Listana
Sent: Friday, January 18, 2013 10:54 AM
To: ICTO-DCO-Service Desk; Noli Llacuna

4|
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Press [CTRL]+[F] to forward an email

Options Format Text

LR R Gl

Address Check Follow Spelling
Book Mames Up~ =
ons @

d
Epﬁgjd (Ctrl+B)
Take the setected text botd:
A |

Subject: FW: [FOR RELEASING] Memo from BOTF Project Head - Reactivation of PRD10

Attached: '@201310 12MEMO007.pdf (173 KB}

From: Leo 5. Listana
.‘?ent: Fridav. Januarv 18. 2013 10:54 AM
1 m

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