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Block Block the sender.

Block
)

Delete
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Delete (Delete / Backspace) Delete this message.

Archive
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Archive (E) Move this message to your archive folder.
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Report Report this message as phishing.

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

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

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

Forward
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Meeting
-

Meeting Create a meeting request from this message.

Zoom
.

Zoom (⌘++ / ⌘+- / ⌘+0) Zoom in or out on this email.

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

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

Categorize
1
)

Categorize (C) Categorize this item. Categories applied to a conversation will be applied to all current and future items in the conversation.
2

Flag / Unflag Flag or unflag this message.

Flag
)

Policy
3
)

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

Print
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Print Print this email.

Immersive
reader
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Immersive reader Switch to an immersive editing experience that helps improve your reading skills. Adjust how text is displayed, and have text read aloud to you.
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