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The  File  tab  and  Backstage  
view  contain  commands  for  
working  with  a  program’s  

and  Print.
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   Read  message
   Message  with  an  attachment

Save   <Ctrl>  +  <S>
Preview  and  Print   <Ctrl>  +  <P>
Undo   <Ctrl>  +  <Z>
Cut   <Ctrl>  +  <X>
Copy   <Ctrl>  +  <C>
Paste   <Ctrl>  +  <V>
Check  Spelling   <F7>
Check  for  Mail   <F9>
Save,  Close,   <Alt>  +  <S>
and  Send
Reply   <Ctrl>  +  <R>
Reply  to  All   <Alt>  +  <L>
Address  Book   <Ctrl>  +  <Shift>  +  <B>
Help   <F1>
Switch  Between   <Alt>  +  <Tab>
Applications
New  Item   <Ctrl>  +  <N>
(Email,  Event  and  Contact)
Search   <Ctrl>  +  <E>
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 To Check for New Messages: Click 
the Send/Receive All Folders button 
or press <F9>. 

 To Preview and Print a Message: 
Click the File tab and select Print, or 
press <Ctrl> + <P>. 

 Message Indicators: 
 Message has not been read. 
 Message has been read. 

 File is attached to the message. 
  Message has high or low 

importance. 

 To Minimize the Ribbon: Click the 
Minimize Ribbon button on the 
Ribbon. Or, press <Ctrl> + <F1>. Or, 
right-click a tab and select Minimize 
Ribbon from the contextual menu. 

 To Change Account Settings: Click 
the File tab and select Open. Click 
the Account Settings button. 

 To Change Program Settings: Click 
the File tab and select Options. 

 To Get Help: Press <F1> to open the 
Help window. Type your question and 
press <Enter>. 
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