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SBS MS Office 2016 Fundamentals
Learn s
Shortcut Keys

Ctrl +S Save
F12 Save As dialog box
Ctrl _O Open area on the Backstage view
Shift + F12 Open dialog box
Ctrl + N New blank file
Ctrl+ P Print area on Backstage view
Ctrl +C Copy
Ctrl + X Paste
Ctrl+B Bold
Ctrl + 1 Italic
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