Common Outlook Keyboard Shortcuts

Common Outlook Tasks
Save (except in Tasks).
Undo.

Delete an item.

Print.

Copy an item.

Select all items in a window.
Quit Outlook.

Basic Outlook Navigation
Switch to Mail.

Switch to Calendar.

Switch to Contacts.

Switch to Tasks.

Search
Find a message or other item.
Clear the search results.

Search for text within an open item.

Create an item or file
Create a contact.

Create a meeting request.
Create a note.

Create a task.

Mail

Create a Email message.

Forward.

Reply.

Reply to all.

Delete selected message.
Check Names.

Display previous message
Display next message

Calendar
Create an appointment.
Create a meeting request.

Delete the selected calendar event.

Open selected calendar event.
Go to Today's Calendar

More Outlook 2016 Mac Keyboard Shortcuts
https://support.office.com/en-za/article/Keyboard-shortcuts-for-Outlook-2016-for-Mac-07ae68c8-

b7af-4010-b225-324c04ac7335

PC Keyboard

Ctrl+S or Shift+F12
Ctrl+Z or Alt+Backspace

Ctrl+D
Ctrl+P
Ctrl+Shift+Y
Ctrl+A
Alt+F4

Ctrl+1
Ctrl+2
Ctrl+3
Ctrl+4

CtrlI+E
Esc
F4

Ctrl+Shift+C
Ctrl+Shift+Q
Ctrl+Shift+N
Ctrl+Shift+K

Ctrl+Shift+M
Ctrl+F
Ctrl+R
Ctrl+Shift+R
Delete
Ctri+K

Up Arrow
Down Arrow

Ctrl+Shift+A
CtrI+Shift+Q
Delete
Ctri+O

More Outlook 2013 and 2016 Windows Keyboard Shortcuts

https://support.office.com/en-au/article/Keyboard-shortcuts-for-Microsoft-Outlook-2013-and-2016-
3e1090f6-a616-42db-abf5-269ca3d553ee

Mac Keyboard
Command+S
Command+Z
Delete

Command+P
Command+C
Command+A
Command+Q

Command+1
Command+2
Command+3
Command+4

Option+Command+F

Esc
Command+F

Command+N
Command+N
Command+N
Command+N

Command+N
Command+J
Command+R

Command+Shift+R

Delete

Ctrl+Command+C
Up Arrow or Ctrl+[
Down Arrow or Ctrl+]

Command+N

Delete
Command+0O
Command+T



