
Everywhere

G M Mail
A Addressbook / Contacts
C Calendar
T Tasks
P Preferences
D Documents / Notebook

N New item in current application
N M New message
C Compose / new message
Shift+C New message in new window
N C New contact

A New appointment
K New task
L New calendar
P New notebook page
W New wiki / notebook
F New folder
T New tag

� Next page of items
� Previous page of items
P Print selected items
BS Delete selected items
Del Delete selected items
Esc Close the current view
` Show the Zimbra Assistant
Y [n] Show items with tag [n]
T [n] Tag selected items with [n]
U Remove tags 
S [n] Show results of search [n]
/ Move focus to the search box
Alt+/ Move focus to the web search box
Ctrl+/ Move focus to the content pane

Mail

I Go to Inbox and get mail
V I Visit / go to Inbox and get mail

D Visit Drafts
J Visit Junk
S Visit Sent
T Visit Trash
[n] Visit folder [n]

V C View as a list of expandable conv.s
M View mail as a list of messages

Enter Open message/conversation
M R Mark as read

U Mark as unread
F Flag message
J Mark as Junk & move to Junk folder

.1 T Move to Trash
I Move to Inbox
[n] Move to folder [n]

M P Show/Hide message reading pane
R Reply to sender
A Reply all
F Forward
[ Select next unread message
] Select previous unread message
Q Display beginning of mail in a tooltip

List view of expandable conversations

O Show or hide a conv.'s messages
Shift+O Expand all conversations
Ctrl+O Collapse all conversations

Mail Compose Form

Ctrl+Enter Send
Esc Cancel
Ctrl+S Save as draft
Ctrl+M Add attachment
Ctrl+G Get recipients from Address Book
Ctrl+H Switch HTML / text format in body
Alt+X Examine / Check spelling
Ctrl+P Ctrl+H Make the message high priority

Ctrl+N Make the message normal priority
Ctrl+L Make the message low priority

Mail Conversation View

�Shift+ Show next conversation
�Shift+ Show the previous conversation

1 Alternatively: Shift+. (ie., '>')

Address Book

E Edit
P A Print address book

Edit Contact form

Ctrl+S Save
Esc Cancel

Calendar

E Edit
Q Create quick appointment
R Refresh
T Show today
D Show single-day view (0)
W Show week view (7)
WW Show work-week view (5)
M Show month view (3)
S Show scheduling view (0)
Esc Close read-only appointment view

Edit Appointment form

Ctrl+S Save
Esc Cancel editing
Ctrl+A Switch timed / all-day appointment
Ctrl+H Switch HTML / Text formats

Preferences

Ctrl+S Save

Documents

E Edit
R Refresh

Tasks

MC Mark as completed
MU Mark task as uncompleted

Edit Task form

Ctrl+S Save
Esc Cancel



Views

Tabs (eg., in Preferences)

Ctrl+J Next tab
Ctrl+K Previous tab
Ctrl+[n] Nth tab (leftmost tab is 1)

Buttons

Enter Press the button
� Display pop-up menu for the button

Pop-up Menus

� Move to the next item
� Move to the previous item
Enter Select the current item
Esc Dismiss the menu
� Show sub-menu of current item
� Hide the sub-menu

Lists

Space Select next item
J Select next item
K Select the previous item
Ctrl+A Select all visible items
Home Select the first item
End Select the last item
Ctrl+` Select/Unselect the focused item
Enter Double-click the selected item
, Show context menu on item
Shift+, Show context menu on item
Ctrl+Enter Show context menu on item

�Shift+ Add next item to the selection
�Shift+ Add previous item to the selection
�Ctrl+ Focus on next item w/o selecting
�Ctrl+ Focus on previous item w/o selecting

Dialog Boxes

Enter Save changes (same as "OK")
Space Save changes (same as "OK")
Esc Cancel changes (same as "Cancel")

Horizontal Toolbars

� Focus on the next button
� Focus on the previous button

Vertical Toolbars

� Focus on the next button
� Focus on the previous button

HTML Editor

Ctrl+B Bold
Ctrl+I Italicized
Ctrl+S Add line through middle of text
Ctrl+U Underline
Ctrl+L Align left
Ctrl+R Align right
Ctrl+E Align middle
Ctrl+J Align block
Ctrl+1 Make text a level 1 header
Ctrl+2 Make text a level 2 header
Ctrl+3 Make text a level 3 header
Ctrl+4 Make text a level 4 header
Ctrl+5 Make text a level 5 header
Ctrl+6 Make text a level 6 header
Ctrl+0 Switch HTML / text modes

Notes

[n] can be set in Preferences dialog for folders, searches,
and tags


