i Outlook Shortcut i
Cheat Sheet

“10 Outlook shortcuts that will help improve your productivity and efficiency”

CTRL + R: ALT + S:
Reply to open Ready to send a
email \ ﬁ message
CTRL + N: CTRL +F:
Forward a
Cre:rtneaﬂew ﬁ message
S —\
CTRL + U:
Underline string C-I_-RL -
of text Shift +V:
Move a
ﬁ ™\ message
CTRL + B: OpSrT ;r‘nlgil-l-seEa:rch
Bold string of text box
/ ALT +0:
Vi f
CTRL ' 2 A
Undo a typed
character

: & Solutions
www.ccsolutions.com



