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https://oneminuteofficemagic.com/
https://www.youtube.com/watch?v=K-9BSv4XSR0
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CTRL + V (OR SHIFT + INSERT)



UNDO
CIRL + Z
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Open File Explorer
Windows logo key + E




SWITCH BETWEEN OPEN APPLICATIONS = ALT + TAB




LOCK YOUR PC WHEN YOU WALK AWAY 1
WINDOWS LOGO KEY + L
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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




D ITEM AND

"MOVE IT TO THE
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ZOOM IN OR OUT =
CTRL + SCROLL
WHEEL




BECOME A ZEN MASTER
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https: / /support.microsoft.com/en-us /help /12445 /windows-keyboard-shortcuts






THE FIRST PRIORITY TO
THENINJAIS TO WIN
WITHOUT FIGHTING



