Key 1

ESC

*F1

F3

F5

*F7

CTRL

Plus sign

(+)

Left arrow

TAB

What it does

Close a message

Open Help topics
Find text

Refresh news
messages and
headers

Check spelling

Mark a thread as
read

Expand a news
thread (show all
responses)

Collapse a news
thread (hide mes-
sages)

Move between the
message list,
folder list (if on),
and preview pane
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SOME OF THE SERVICES

THAT WE PROVIDE

Help Desk for all your software
Data Recovery
Data Storage and backup systems
Upgrading of Systems
Complete repair services for com-
puters Networks and components
Full Scale design and maintenance
of NETWORKS large and small
Remote service and computer sup-
port
Complete Computer Security
Intruder removal and control
Complete Networking
‘Web Hosting and development
Repair and maintenance of Com-
puters and other electronic systems
and devices
A full spectrum of Training
System Support for small/
medium size business and homes
Consulting/ training on how to use
IT to advance and start your busi-
ness ( 40+ yrs of experience)

and much more

INSTALL ROBOGEEK NOW

AND GET A FREE MOUSEPAD

SERVICE AS FAST AS A PHONE

CALLTO 805-988-9540

A Quick Guide

To Using
Keyboard
Shortcuts
In Outlook
Express

Cal-Pac Technology
300 Montgomery Ave.
Oxnard, CA. 93036
805-988-9540

nccorthu@calpactech.com
For more Tips CPTech@yahoogroups.com. To do so
goto

http://www.calpactech.com/ choose
CPTech or just email us




Outlook Express Shortcut Cheat Sheet
* are the Important ones

Shortcut

1st key 2nd key key

ALT ENTER
*ALT K
SALT Left ar-

row

ALT S
CTRL <
CTRL >
CTRL A

*CTRL D
CTRL ENTER

Function

What it does

View properties
of a selected
message

Check names

Go to the pre-
vious mes-
sage in the list

Go to the next
message in
the list

Send (post) a
message

Go to the previ-
ous message
in the list

Go to the next
message in the
list

Select all mes-
sages

Delete a mail
message

Mark a mes-
sage as read

1st key

*CTRL

CTRL

CTRL

CTRL

CTRL

CTRL

CTRL

*CTRL

CTRL

*CTRL

CTRL

CTRL

*CTRL

3rd key What it does

Send (post) a
message

Forward a mes-
sage

Reply to all (news
only)

Go to your Inbox

Go to next unread
newsgroup/folder
Check names

Showt/hide the
folder list

Send and receive
mail

Open or post a new
message

Open a selected
message

Print the selected
message

Mark a message as
read

Reply to message
author

Key 1

CTRL

CTRL

CTRL

CTRL

CTRL

*CTRL

CTRL

CTRL

CTRL

CTRL

*DEL

ENTER

ESC

Key 2

SHIFT

SHIFT

SHIFT

SHIFT

SHIFT

SHIFT

SHIFT

SHIFT

Key
3

What it does

Go to the previous
message in the list

Go to the next
message in the list

Mark all news mes-
sages as read
Find text

Download news for
offline reading

Reply to all

Insert signature

Go to next unread
news thread

Go to next unread
mail message

Go to a newsgroup

Delete a mail mes-
sage

Open a selected
message

Close a message



