


Name Key Action

Mark unread Ctrl + U Mark a message as unread.

Mark read Ctrl + Q Mark a message as read.

Open Ctrl + O Open a received message.

Print message Ctrl + P Print an item.

Download Ctrl + Alt + M Mark an item for download.

Mail view Ctrl + 1 Switch to the Mail view.

Calendar view Ctrl + 2 Switch to the Calendar view.

Create appointment Ctrl + Shift + A
Create an appointment from any Outlook view. 

From the Calendar view, Ctrl + N also works.

Create meeting Ctrl + Shift + Q Create a meeting request.

Calendar daily view Alt + H + R Switch to the single Daily view.

Calendar full week view Alt + Minus sign (–) Switch to the Full Week (7 day) view.

Calendar month view Alt + Equal sign (=) Switch to the Month view.

Open appointment Alt + O Open an appointment when the reminder appears.

Delete reminder Alt + D Delete a reminder when it appears.

Looking for a more powerful Inbox? 


Add Boomerang to Outlook for award-winning productivity tools: boomerangoutlook.com

Email reminders  •  Automate recurring messages  •  Cross-platform read receipts  

Schedule email to send later  •  One-click meeting scheduling  •  Inbox Pause  •  & much more!

https://www.boomerangoutlook.com/?utm_source=PDF_keyboard_shortcuts

