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WHAT’s New? l

6ngle Key Reading shortcut in Outlook \

Reading between items in your Inbox and scrolling
through the message content displayed in the Reading

Pane may take several clicks when using a mouse, but
did you know that you can perform the same action by
- just pressing the Space bar?

Below are the steps on how you can use the simplest

keyboard shortcut in Outlook. /

NOTE: Productivl.T.yis a regular email publication of Information Security and
IT Governance under ICT. For comments and suggestions, kindly email:
ict-process@pijlhvillier.com
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Enabling/Disabling Single Key Reading

To enable/disable this feature, go to Tools menu and select Option.

| Tools | Adions _ Help

Send/Receive »

Instant Search »

W] Address Book... Ctrl+Shift-B
%4 Organize

(23 Rules and Alerts...

1 Out of Office Assistant...

Mailbox Cleanup...

| 5) Empty "Deleted ltems” Folder

i Forms »
L Macro »
I\ =

Account Settings...

! Trust Center...

q Customize...

Options...

(#E TITTTIATITTeT TTCTUTITIRT

Click the Other tab and then Reading Pane....
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Options @@

| Preferen;es 1 rMaiI Setup | Mail Format _LSpeIIing ‘ Other | Delegates 1

General

_ | [[JEmpty the Deleted Items folder upon exiting:

“-;r Make Outlook the default program for E-mail, Contacts, and Calendar.

Advanced Options. ..

Autodrchive

s Manages mailbox size by deleting old items or moving them to an archive file

=|f and by deleting expired items.

[
Autodrchive. ..
Outlook Panes

| Customize options for the Outlook Panes, Navigation Pane...

Reading Pane...

To-Do Bar...

Person Names
& Display online status next to a person name

l OK ][ Cancel ]

When the Reading Pane window appears, check the Single key reading using space bar option then click OK to enable the feature.

Uncheck the option to disable the feature.

Re g Pane

Reading Pane options

[[IMark items as read when viewed in the Reading Pane

| |

["IMark item as read when selection changes

I Single key reading using space barl

[ OK ][ Cancel ]

Using Single Key Reading
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When the single key reading is enabled, you can move quickly through your Inbox items and skim message content by pressing the Space bar.

Each time that you press the Space bar, the Reading Pane content scrolls down one page.
At the end of the item, the next email in your Inbox list appears.

) lnbe

You can also do it backwards by holding Shift key and Space bar.
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