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LIZ SUNDET

Microsoft MVP, MBA, PMP, CBAP, CSM 

Adjunct Instructor – RCTC/Mayo Clinic 

Musician: Fur-baby:  

Biker—”Throttles Not Pedals”

Email: liz@lizsundet.com

Follow on Twitter:  @percusn   

Connect with me on LinkedIn  

• http://www.linkedin.com/in/lizsundet



MY NINJA INSPIRATION:  

TOM DUFF

• One Minute Office Magic 

• https://oneminuteofficemagic.com/

• Office 365 Productivity Tips 

https://oneminuteofficemagic.com/
https://www.youtube.com/watch?v=K-9BSv4XSR0


Agenda:

• Keyboard Shortcuts

• PowerPoint

• Email – Outlook

• Calendar

• OneDrive

• Personal Favorites



KEYBOARD 
SHORT CUTS



CUT

CTRL + X



COPY

Ctrl + C 

(or Ctrl + Insert)



PASTE

CTRL + V (OR SHIFT + INSERT)



UNDO

CTRL + Z



SHOW DESKTOP/
HIDE DESKTOP

Windows logo 

key + D



WINDOWS LOGO 
KEY        + ALT + D

Show/Hide Clock and Calendar



Open File Explorer

Windows logo key + E



SWITCH BETWEEN OPEN APPLICATIONS =  ALT + TAB



LOCK YOUR PC WHEN YOU WALK AWAY
WINDOWS LOGO KEY + L

If you don’t, other workplace Ninja’s will send emails out on 

your behalf that you are hosting the happy hour that night



SELECT ALL ITEMS IN A DOCUMENT OR WINDOW

CTRL + A



CTRL + D 
(OR DELETE)

DELETE THE 

SELECTED ITEM AND 

MOVE IT TO THE 

RECYCLE BIN



ZOOM IN OR OUT = 
CTRL + SCROLL 
WHEEL



BECOME A ZEN MASTER

https://support.microsoft.com/en-us/help/12445/windows-keyboard-shortcuts



Know the PowerPoint of a Ninja



TURN ON DESIGN IDEAS


