Microsoft Word 2016 for Beginners

Tuesday, August 22, 2017
3:00 pm - 4:30 pm

1. What is Microsoft Word 2014?

e Microsoft Word is a word processor. It allows you to create a variety of document,
including letters, resumes, lists, and much more. Word allows you to save documents
to come back to later and open a saved document to edit.

2. Where to learn more:
e Lynda.com—create a free account with your Skokie Library card.
o Goodwill Free Learning—http://www.gcflearnfree.org/word2016

e Microsoft Support website—https://support.office.com/en-us/word
3. Learn to type, free and online:
e http://typingclub.com
o hitp://www.how-to-type.com
4. You can find the sample letter used in class on the Purdue Online Writing Lab website:
e hitps://owl.english.purdue.edu/owl/

Interface Tour

1. The Start Screen—choose a new document, saved file, or a template in the Start Menu.
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2. Backstage View (File Menu)—the File Menu gives you options for saving, opening, and

sharing.
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A Quick Note:
There are often several different ways to accomplish the

in several different ways:
1. Click the Save command in the Quick Access
Toolbar.
2. Go to File and click Save or Save As.
3. Press the Control (Ctrl) and S keys simultaneously.

same task in Word. For example, you can save a document

Each of these three options will save your document. Choose
an option that works for you and that you can remember
easily, but don’t worry about learning every single way to
accomplish a task in Word. One way will do the trick!
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3. MS Word Interface—create your document!
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4. The Ribbon—the metaphor of the organization of the Ribbon is a filing system. Commands

in the ribbon are sorted by purpose in different Tabs.

Beginning Word Handout - Word
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document.
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Related commands are
grouped together. To see
more options, click the arrow
in the lower right corner of
the Group.

To learn more about any
command, hover your mouse
over it.
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1. The Home Tab
Insert  Design  Layout  References  Mailings  Review  View QTEHmewhat;,‘ouwantto do... Signiin ,0+Share
o ut y sy = == APFind ~
\ / Vv v v | A =y 2=y A=y = 3= A
hE Centuy Gottiv~ 11 v A &° Aav & i2i2- % B2 AT pagneer| aasbee AaBbCe Asbct AQD aasvcer e
£ Copt b »ac
Paste v AW A B === (D (T - i i i tle |z
> Format Panter I Uvaex, X Q3 A E=== E &j 2n [Normal | TNo Spac.. Heading1 Heading2 Title Subtitle |5 [3 Selects
Clipboard P /Font IF1 Paragraph M Styles i Editing A
L4 Y | 7
In the Font Group you Change the Find a word or

phrase in you
document or select
blocks of text in
Editing.

alignment and
spacing of your text
in the Paragraph
Group.

can change the size,
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2. The Insert Tab
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3. The Review Tab
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