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Outlook Keyboard Shortcuts – PART 2 
 

The following is a list of most commonly used shortcuts that works in Outlook’s main window. 

 

Press [CTRL]+[Shift]+[I] to switch the view of Outlook window to Inbox folder 

 
 

Press [CTRL]+[Shift]+[O] to switch the view of Outlook window to Outlook folder  
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Press [CTRL]+[Shift]+[B] to open the Address Book window 
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Press [CTRL]+[2] to switch the view of Outlook window to Calendar module 
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Press [CTRL]+[4] to switch the view of Outlook window to Task module 
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Press [CTRL]+[5] to switch the view of Outlook window to Notes module 

 
 

Press [F9] to perform Send/Receive 

 

 

 
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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