PRoDUCTIVITY

Outlook Keyboard Shortcuis — PART 2

Using keyboard shortcuts is usually faster than it is fo mouse
around menus to be able to run a command or perform a

task in Outlook.

Click here to learn additional time-saving keyboard
shortcuts in Outlook.

Prepared by Information Security and IT Governance Division of ICT.
Ditinok PdeuctiVI.T.yshuwcgses tips & tricks on Various
officeand branch applications.
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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

Mail
Mail Folders
2] All Mail tems

o 85 FGP_DEC2012
4 (5 Deleted Items (545)

=) [ Inbox (122)
=1 ] 02 [IPROCESS
[ 01 CRF (157)
[ AGENT X
[ DOC CONTROL (7}
= L3 DR/BCP (1)
[ WEEKLY TEST RESULTS (208)
= [23 PRODUCTIVITY
(1 SANDBOX (9]

Mail
Mail Folders
2] All Mail Items

[1 J.ORGCOMM (1)
[ J.PRDEPT (2]

| & Junk E-mail [14]
LE) RSS Feeds

L= Sent Items

31 ZPER (1)

[ ZSPAM 1)

4 L2 Search Folders
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«

L1 Inbox

[Search Inbox

RaF

L5 (8| From | Subject

|Received v |Size |categories }VI:

=) Date: Today

.-] Anna Mae ... Request for Activation - DR facility

-] 1 Mon Alvin ... RE: Set-up for Chimeco Server

{=1 Marione Sa... FW: Formal Notice : Discontinuation of Collocation Services ...
-] Amelia V. A... RE: Set-up for Chimeco Server

\_'¢ Marione Sa... FW: BCP Keywords

=1  Allan Augu... BCP Keywords
5S rating: Congrats everyone!
-1 Amelia V. A... RE: Set-up for Chimeco Server

-] U Mon Alvin ... RE: Set-up for Chimeco Server

=1 AL

(-3 Marione Sa...

PR YIS P

Fri7/19/2013 ... 23 KB
Fri 7/19/2013 ... 193 KB

Fri7/19/2013 ... 21 KB
Fri 7/19/2013 ... 156 KB
Fri7/19/2013 ... 18 KB
Fri7/19/2013 ... 11KB
Fri7/19/2013 ... 28 KB
Fri 7/19/2013 ... 151 KB
Fri 7/19/2013 ... 288 KB

AR D 20 e

Press !CTRL !+! Shift!+! O! to switch the view of Outlook window to Outlook folder

L4 Outbox

|Search Outbox
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1% D610 | Subject

|Sent ~

|Size | Categories| ¥

v

-

There are no items to show in this view.
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Press [CTRL]+[Shift]+[B] to open the Address Book window
lLih Address Book: Global Address List [ & ]

File Edit Tools

Search: Mame anly @ More columns ~ Address Book

| Global Address List »  Advanced Find

Type your search keywords and click 'Go" to perform a search
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Press [CTRL]+[2] to switch the view of Outlook window to Calendar module

Calendar « Day l Week I Month
4 July 2013 » . 3) =
Su Mo Tu.yWe Th Fr Sa (- ) JUIY 19' 2013 |Seauh Calendar L vl
3012 3 456 s
78 91011 12 13 Caleacati “ :

14 15 16 17 18[19] 20 19 Friday 19 Friday

21 22 23 24 25 26 27

28 29 30 31

8 am
] Al Calendar Items ¥ DR Testing; IT Process Department; Leo . Listana e
)~

:’g""a 2 Aol g DR SMS Testing Backup of UAT Servers
4] Calendar Leo S. Listana Leo S. Listana
[7] & Calendar in FGP) Mailbox &
i Calendar in Mailbox - Ferdinand Jr, G. Pekso 109
I:I g Calendar f" Ma!Ibox -IT Process and C‘hange = Update TownHall Action It .
[ %2 calendar in Mailbox - ICT Change Advisory B 21
[] ] calendar in Archive Folders 1100

How to Share Calendars

Search Calendars Online

Send a Calendar via E-mail... v
(-4 mail
"] calendar
_J -

Show tasks on: Due Date
QA Task Updating
Autotext error
TestComplete Modules
Process Partner

Tasks

[TESTING FAILED] CRF[UAT]: 2012CRF_SPD11230..,

«

<4<+

il
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Press [CTRL]+[4] to switch the view of Outlook window to Task module

Tasks « § ¥ To-Do List (Filter Applied)

2] Al Task Items ~ Wl[search To-Do List P-|x

« “ W Arranged By: Due Date | Today on top A|
I=

= Y Today

& Tasks in Mailbox - Ferdinand Jr. G. Pekson
ﬁ Tasks in Mailbox - IT Process and Change Manag

¥, QA Task Updating

Current View PN 3 Y
= =1 Autotext error Y
Simple List
o il ‘3 TestComplete Modules \ &
) Detailed List = R P Y
©) Active Tasks =l Process Partner
{3 [TESTING FAILED] CRF[UAT]: 2... \ &

Next Seven Days
) Overdue Tasks
) By Category
) Assignment
) By Person Responsible
Completed Tasks
Task Timeline
() Server Tasks
") Outlook Data Files e
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Press [CTRL]+[5] to switch the view of Outlook window to Notes module

Notes « § .| Notes |Eifﬂth Notes pel VI ¥
2] All Note Items v
My A

1| Notes in FGPJ Mailbox
‘M% Notes in Mailbox - IT Process and Change Managen
kg Notes in Mailbox - ICT Change Advisory Board

.| Notes in Mailbox - Ferdinand Jr. G. Pekson

.| Notes in Archive Folders

Current View E

@ Icons
Notes List
Last Seven Days
By Category

) Outlook Data Files

Add New Group
Customize Current View...

(-~ Mail

ﬁ Calendar

Press [F9] to perform Send/Receive

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