
Cheat Sheet for comprehensive Microsoft Outlook Advanced 

Navigation and Shortcuts 

General Shortcuts 

-   Ctrl + N: Create a new email 

-   Ctrl + Shift + M: Open the "New Email" window 

-   Ctrl + R: Reply to an email 

-   Ctrl + Shift + R: Reply all to an email 

-   Ctrl + F: Forward an email 

-   Ctrl + Shift + F: Forward as attachment 

-   Ctrl + D: Delete selected item 

-   Ctrl + Shift + G: Open the "Go To" dialog box 

-   Ctrl + E: Open the search bar 

-   Ctrl + K: Check names in the email address field 

-   Ctrl + Shift + I: Open the "Inbox" folder 

-   Ctrl + Shift + O: Open the "Outbox" folder 

-   Ctrl + Shift + S: Open the "Sent Items" folder 

-   Ctrl + Shift + J: Open the "Junk Email" folder 

-   Ctrl + Shift + U: Open the "Drafts" folder 

Calendar Shortcuts 

-   Ctrl + Shift + A: Create a new appointment 

-   Ctrl + Shift + Q: Open the "Calendar" view 

-   Ctrl + Shift + L: Open the "Task List" view 

-   Ctrl + Shift + C: Open the "Contacts" view 

-   Ctrl + Shift + T: Open the "Tasks" view 

-   Ctrl + Shift + N: Create a new task 



Email Management 

Flagging and Follow-Up 

-   Ctrl + Shift + G: Flag an email for follow-up 

-   Ctrl + Shift + U: Mark an email as unread 

-   Ctrl + Shift + K: Clear flag from an email 

-   Ctrl + Shift + M: Mark an email as read 

Organizing Emails 

-   Ctrl + Shift + V: Move an email to a specific folder 

-   Ctrl + Shift + E: Open the "Move" dialog box 

-   Ctrl + Shift + Y: Add an email to favorites 

-   Ctrl + Shift + H: Open the "Home" tab 

-   Ctrl + Shift + F: Open the "Folder" tab 

Calendar Management 

Creating and Managing Appointments 

-   Ctrl + Shift + A: Create a new appointment 

-   Ctrl + Shift + O: Open the "Outlook Today" view 

-   Ctrl + Shift + D: Open the "Day" view 

-   Ctrl + Shift + W: Open the "Week" view 

-   Ctrl + Shift + M: Open the "Month" view 

-   Ctrl + Shift + Y: Open the "Year" view 

Recurring Appointments 

-   Ctrl + Shift + R: Set a recurring appointment 

-   Ctrl + Shift + C: Change the recurrence pattern 

-   Ctrl + Shift + D: Delete a recurring appointment 

Task Management 

Creating and Managing Tasks 

-   Ctrl + Shift + T: Create a new task 



-   Ctrl + Shift + C: Open the "Task" view 

-   Ctrl + Shift + D: Mark a task as complete 

-   Ctrl + Shift + R: Reassign a task 

Task Prioritization 

-   Ctrl + Shift + P: Set task priority (High, Normal, Low) 

-   Ctrl + Shift + S: Sort tasks by priority 

-   Ctrl + Shift + O: Open the "Task" dialog box 

Contact Management 

Creating and Managing Contacts 

-   Ctrl + Shift + C: Create a new contact 

-   Ctrl + Shift + O: Open the "Contacts" view 

-   Ctrl + Shift + D: Delete a contact 

-   Ctrl + Shift + E: Edit a contact 

Contact Groups 

-   Ctrl + Shift + G: Create a new contact group 

-   Ctrl + Shift + M: Add members to a contact group 

-   Ctrl + Shift + R: Remove members from a contact group 

Advanced Features 

Rules and Alerts 

-   Ctrl + Shift + R: Create a new rule 

-   Ctrl + Shift + A: Create a new alert 

-   Ctrl + Shift + E: Edit an existing rule 

-   Ctrl + Shift + D: Delete a rule 

Quick Steps 

-   Ctrl + Shift + Q: Create a new Quick Step 

-   Ctrl + Shift + E: Edit an existing Quick Step 

-   Ctrl + Shift + D: Delete a Quick Step 



Search and Filters 

-   Ctrl + E: Open the search bar 

-   Ctrl + Shift + F: Open the "Filter" dialog box 

-   Ctrl + Shift + S: Save a search as a search folder 

Security and Privacy 

Junk Email 

-   Ctrl + Shift + J: Open the "Junk Email" folder 

-   Ctrl + Shift + P: Mark an email as junk 

-   Ctrl + Shift + U: Unmark an email as junk 

Encryption and Digital Signatures 

-   Ctrl + Shift + E: Encrypt an email 

-   Ctrl + Shift + S: Sign an email with a digital signature 

-   Ctrl + Shift + D: Decrypt an email 

Customization 

Customizing Views 

-   Ctrl + Shift + V: Change the view of a folder 

-   Ctrl + Shift + C: Customize the current view 

-   Ctrl + Shift + D: Reset the view to default 

Customizing Quick Access Toolbar 

-   Ctrl + Shift + T: Add a command to the Quick Access Toolbar 

-   Ctrl + Shift + R: Remove a command from the Quick Access Toolbar 

-   Ctrl + Shift + C: Customize the Quick Access Toolbar 

Troubleshooting 

Common Issues 

-   Ctrl + Shift + E: Open the "Error" dialog box 

-   Ctrl + Shift + R: Reset Outlook settings 

-   Ctrl + Shift + D: Delete temporary files 



Performance Tips 

-   Ctrl + Shift + P: Optimize performance settings 

-   Ctrl + Shift + O: Open the "Options" dialog box 

-   Ctrl + Shift + S: Save settings and restart Outlook 

Examples 

Example 1: Creating a Recurring Appointment 

1. Press   Ctrl + Shift + A to create a new appointment. 

1. Fill in the appointment details. 

3. Press   Ctrl + Shift + R to set the appointment as recurring. 

2. Choose the recurrence pattern and duration. 

3. Save and close the appointment. 

Example 2: Using Quick Steps 

1. Press   Ctrl + Shift + Q to create a new Quick Step. 

4. Name the Quick Step (e.g., "Move to Project Folder"). 

5. Set the action to "Move to Folder" and select the desired folder. 

6. Save the Quick Step. 

7. Select an email and press the Quick Step button to apply the action. 

Conclusion 

This cheat sheet provides a comprehensive guide to mastering advanced features in 

Microsoft Outlook. By utilizing these shortcuts, tips, and tricks, users can significantly 

enhance their productivity and efficiency in managing emails, calendars, tasks, and contacts.  
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