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New mail (N) Create a new email message.

New
4

Ignore5Ignore (⌘+Delete / ⌘+Backspace) Ignore or stop ignoring this conversation.
Block6Block Block the sender.

4
Delete
*

Delete (Delete / Backspace) Delete this message.

Archive
,

Archive (E) Move this message to your archive folder.
7

Report Report this message as phishing.

Report
4

Reply
8

Reply (R / ⌘+R) Reply to this message.

Reply
all

9
Reply all (⇧+R / ⌘+⇧+R) Reply all to this message.
:

Forward (⇧+F / ⌘+⇧+F) Forward this message.

Forward
4

Meeting
;

Meeting Create a meeting request from this message.

Sweep
<

Sweep Make a rule around the selected email authors.

Move
=
4

Move to (V) Move to a folder.

Rules
>
4

Rules Create a rule based on the sender or recipients of this message to always move mail to a specified folder.
Quick steps?

4 Read /
Unread

@
Read / Unread (Q / U) Mark this message as read or unread.

Categorize
A
4

Categorize (C) Categorize this item. Categories applied to a conversation will be applied to all current and future items in the conversation.
B

Flag / Unflag Flag or unflag this message.

Flag
4

Pin
C

Pin / Unpin Pin or unpin this message.

Snooze
D
4

Snooze (B) Hide this message until a later time.

Policy
E
4

Assign policy Assign an archive or retention policy to automatically archive or delete the selected items.

Print
F

Print Print this email.

Discover
groups

G
Discover groups Browse for an existing group. A group is a workspace for shared email, documents, and calendar events.

Undo
J

Undo (⌘+Z / ⌥+Backspace) Undo last action.
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