MS Office: Word 2016

MS Office Word software is a word processor created by Microsoft in 1983. Over the years, it
has gone through various design changes to become more user-friendly, but its purpose is the
same. By using Word, users can create various documents including resumes, cover letters,
reports, letters, flyers, blog posts, etc. These types of documents can be created from scratch
or by the help of various templates. (Although Word is available on PC, Mac and smartphones,
each version is slightly different. The tutorial below is for the PC version.)

Start MS Office Word 2016. Loading screen:
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Starting with a New Blank Document:
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This is the body theme font. The current document theme defines which font will be used.
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On the bottom:

Left side:

e Total number of pages/Current page view
e Total word count

e Document language (for spell check)

Fage 2 of 2 92words  [[®  English [United States)

Right side:

e Document preview/Read Mode
e Document Preview/Print Layout
e Document Preview/Web Layout
[ ]
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Saving your document: Save vs. Save As

Info

Check for
Issues ~

Account r—[j
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Manage
Document ~

Options

MS Office Word 2016 - Beginners.docx - Word

MS Office Word 2016 - Beginners

» Documents » M5 Word Caps

Protect Document

of changes people can make to this document.

Save your document

Inspect Document

Before publishing this file, be aware that it contains:
Document properties, author's name and cropped out image data
Footers

Content that people with disabilities are unable to read

Manage Document

Check in, check out, and recover unsaved changes.
Today, 11:50 AM (autosave)
Today, 11:28 AM (autosave)
Today, 11:18 AM (autosave)

Important
information about
your document

Properties -

Size 578KB

Pages 6

Words 236

Total Editing Time 64 Minutes
Title Add a title
Tags Add atag
Comments Add comments

Related Dates
Last Modified Today, 11:38 AM

Created Today, 10:57 AM

Last Printed

Related People
Authar

Add an author
Last Modified By

Related Documents
|j Open File Location

Show All Properties

If this is a new document and you are about to save it for the first time, then choose “Save As” option.

If you have saved this previously and you are just editing the document and wish to save it click “Save” to overwrite the old

content in the document.
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Ms Office Word 2016 - Begin - AVING location:
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Creating your document:

M5 Office Word 2016 - Beginners.docx - Word
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Sefting up your document:

Layout tab: Margins:
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Review
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View
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Margins are the distance of content from the page sides. You can choose from suggested sizes or custom ones.

Last Custom Setting

Top: 1" Bottom: 0.9" Page Setup
Left: 0.8" Right: 0.8"
Margins Paper Layout
Normal Margins
Top: 1" Bottom: 1" .
Left 1" Right 1" Top: 0%
Left: 0.75°
Marrow Gutter: o
Top: 05" Bottom: 0.5" _ _
Left: 0.5" Right: 0.5" Crientation
Moderate
Top: 1 Bpttom:T" Portrait Landscape
Left: 0.75" Right: 0.73"
Pages
Wide Multiple pages: Mormal
Top: 1" Bottorn: 1"
Left: 2" Right: 2"
Preview
Mirrored
m Top: 1" Bottorn: 1" =
Inside:  1.25" Outside: 1" =
Office 2003 Default
Top: 1" Bottorn: 1"
Left: 1.25" Right: 1.23" - -
Apply to: | This section
Set As Default
Custom Margins

Alr| Al

Eottom: 075"

Right: 075

Gutter position: Laft
~

Cancel

Home tab: Paragraph:
Does you document need to be single-spaced or
double-spaced? Click on to choose.
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Printing:

Press File tab, press 1) Print, then 2) review which printer you are printing to, how many pages you will print out (just page 1, or 11
or the whole document), if you need the document double-sided, or if it needs to be in landscape or portrait mode.

Pay atftention to the Right side that displays how the document wiill print. If the document does not look right, press the arrow
(see top left) to go back into the editing mode, otherwise press 3) Print.

M5 Office Word 2016 - Beginners.docx - Word

Copies: |1 -
3
Printer
== PRI10 (Commons) on impri... -
Ready \ 2
Printer Properties
Settings
FD Print All Pages -1 Print all pages vs. one
The whaole thing
Pages: )
Print One Sided
Account l:l ; .
Only print on one side of th... 1 Print preview for your document.
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Learn More:

Digital Learn
https://www.digitallearn.org/courses/microsoft-word

CGF Learn Free
https://www.gcflearnfree.org/word2016é

Lynda.com resource via Skokie Public Library (search “Word 2106 Essential Training™)
Gale Courses resource via Skokie Public library (search: "Introduction to Microsoft Word 2016")

https://skokielibrary.info/resources/online-training-tutorials

Basic tasks in Word 2016 from Microsoft.com
https://support.office.com/en-us/article/basic-tasks-in-word-2016-5ddb2058-7744-4053-b14d-
976acafbabaé or https://tinyurl.com/wo201érd
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