Environment
Starting/exiting Word 2016
Using/managing the ribbon
Undoing/redoing/repeating actions B B
Showing/hiding non-printing Charactersw_,‘.
Changing the Z0OM e
Changing the view e 12
Using Intuitive Help e, 1D

o o o o W

Documents 17
Creating/ OPe"'nQ/ saving a document e 18
Using the list of recently used documents ... 20
Carrying on reading a document 21
Recovering a version of a documentw 22
Creating a document from a template e 26
Using a template from the Office.com Webs'te e 2T

Using files from previous versions of Word 29
Saving a document in PDF or XPS format 30
Editing a PDF document in Word 34
Choosing document properties e 30
Inserting one document into a”Othe" 36
Comparing two documents side by S'de.,.u. e 3O

Sending a document by e-mail 37
Using the OneDrive online storage area 39
Publishing a document as a blog post 44

Entering and editingtext .48
US'ng Spe”CheCker/aUtomat'C formattlngw 50
Inserting non- break'ng hYPhenS/ Spaces e .02

Inserting @ page break .55

Inserting the current date

Inserting symbols into your text

Inserting a line break i 56
Moving/copying part of a text i 56
Moving/copying text without the c||pboard e 2T
Inserting placeholder teXt e DT

AutoText .59
Creating an AutoText ... 60
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Using an AutoText
Managing AutoText

Mathematical equations
Inserting an equation

Creating an equation
Creating a handwritten equatlon

Managing equations
Saving an equation

Flelds 12
Inserting a fleld o e T3
Displaying/hiding field Codes e 13
Updating a fleld e 14

Page layout e 1D
Changing the page orlentatlon 76
Changing the margins of a documentw S e 16
Inserting a predefined header |
Creating a custom header or footer
Managing headers and footers U B
Numbering the pages in a document . 86

Managing page numbers 89

Printing Y
Using print preview e 92
Printing a document 93

Characters e 95
Formatting characters e OB
Using OpenType functlons . e T
Changing the space between characters . 100
Applying a gradient to characters 101
Applying an outline to characters i, 104
Applying a shadow to characters . 106
Applying a reflection to characters e 107

Applying a glow effect to characters 109
Applying a 3-D effect to characters B ¥ ¥
Changing the default appearance of Characters o112
113

Applying a character style

Paragraphs . 116
Introduction 117
Setting a tab StOD,. e 117
Managing existing tab stops e, 119
Indenting paragraphs L 119
Modifying text allgnment in paragraphs_w e 121
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Changing the line spacing e 121
Modifying paragraph spacing e 122
Preventing a break between lines or paragraphs e, 122
Drawing borders around paragraphs e 123
Applying a background colour to a paragraph e e 124
Changing the appearance of a paragraph e o 125
Applying a paragraph style e .. 126
Creating @ IO CaD e 128

Pag S e ..............130
Insertlng a cover Pagek,. 13
Managing cover pages 132
Inserting a blank page R ... 133
Aligning text vertically 133

Applying a border to a page ... 134
Creating a watermark R 136

Text formatting 141
Displaying text formattlng e 142
Comparing the formatting of two tEXtS L 144
Selecting text with the same formattlngm 145
Deleting a type of formatting .. 146
Copying FOrMAtting . LA

Presentation . 148
Creating and formatting a section e L9
Numbering paragraphs or putting bullets in front of them.,.. 149
Creating a multilevel list . 153
Presenting text in columns L 155
Inserting a column break e 156

Themes . 157
Applying a theme to a documentm e ... 158
158

Customising a theme
160

Saving a document theme

Styles and stylesset .. 162
Creating a style ... 163
Creating a list style e 16D
Select texts with the same Stvlew.ﬁ. T -1

Cancel @ style e 167

Managing styles .. 169
Changing the style set e 173
Saving a new style set 173
IMPOrting Styles e 174
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Templates 177
Creating @ template e 178
Modifying a document template 179
Changing the template assouated W|th a documenth 179

Finding and replacing text 181
Finding text o e 182
Replacing one |tem Of text W'th anOther 184

Replacing one format with another ... 185
Finding/replacing special formattmg Characters .. 186
Using advanced search criteria 187
Using SMart l00KUD ... 188

Spelling and grammar 190
Checking the spelling and grammar of a document e 19T
Customising the spell check 192
Using a custom dictionary 193
Using AutoCorrect e 194
Specifying the Ianguage USEd fo" the Spe” Chec" o . 196

196

Counting sentences, words and other elements in a document

Using Math AutoCorrect rules

Other revisions 199
Using the thesaurus . 200
Translating text e 200
Hyphenating words e 203

Notes and bookmarks ... 206
Managing existing notes B 208
Creating CroSS-ref r@NCeS 209

Creating footnotes and endnotes

Outlines and tables e 21
Creating an outline using preset sters e, 212
Assigning an importance level e 213
Working with a document outline ... 213
Using the Navigation Pane e 214
Showing/hiding the content of headlngs in a document_ e 21T
Numbering headings e 218
Customising numbermg on outllne headmgs e 219
Creating a table of contents 221
Updating a table of contents 224
Saving a table of contents e 224
Creating an iNdeX e 225
Updating an |ndex e 231
Creating a table of flgures e 231
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Creating a bibliography 233
MaNaGING SOUNCES ... 236

Master document
Creating a master document
Using a master document

Creatingatable ... ... 243
Inserting a table L 244
Selecting within a table e 288
Placing and using tabs in a table ... 246
Inserting a column/row .. 246
Inserting cells e 2AT

Deleting rows/columns/ce”s e e 248
Splitting a table in tWo e 248
Merging CellS e 248
SPIEEING COllS e 249
Sorting a tab'e . 249
Sorting one column of a table ... 250
Fixing column headings 251
Making calculations 201

Formattmg a table 254

Standardising column widths/row helghts e 257
Increasing the spacing between cellsinatable . 257
Changing cell margins in a table 258
Changing the cell alignment e 208
Applying an AutoFormat to a table e e 299
Modifying borders in a table . 260
Applying a fill colour to cells 263
Resizing a table e 264
Moving a table W|th the move handle 264
Positioning a table across a page 264
Saving a table to the gallery e .. 264

Drawnobjects ... 266
Drawing @ shape e 267
Creating @ text DOX e 268
Linking two text boxes e e 269
Creating a WordArt ObJect e 270
Editing WordArt 270
Inserting a diagram (Sma rtArt gra phlc)m_m 272
Modifying a diagram e 274
Changing the layout Of a d|agram e 21D
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Images/videos ... 278

Finding and inserting an image On“ne e 219
281
282
Defining image compression Sett'“gs e 284
ReSIZIng aninserted image . 285
Deleting a plcture s background B e 287
Changing the image brightness, contrast sharpness and coloursw 290
Apply a style and/or effect to an image 290
Apply an artistic effect to animage e, 292
Undoing the formatting applied to an image . 203

Inserting an image from a file

Inserting a video from a WebSIte o

Managing objects ... 294
Managing objects e, 295
Managing the drawmg gr'd“"es e 295
Managing the alignment guides . 297
Positioning an obJeCt . 298
Changing an object’s Wrapp'ng SR .. 300
Attaching a caption to an object .. 302
Aligning/distributing objects . 304
Changing the object StaCk'"g Order e 305
Grouping/ungrouping objects 305
Changing one shape with another 305
Rotating an object or picture . 306
Applying a style to an object e 306
Modifying the outline of an object or plcture e 307
Changing an object's fill e 307
Applying an effect to an ObJect .. 308

311

Applying a 3-D rotation effect to an ob]ect

Savingatextbox . . . .

Forms . ... 313
Creating a form ... 314
Inserting content controls ina form o S04
Defining content control properties 315

Protecting a form e ooooo..o318
Using a form o320

Mailing 321
Plannlng a ma|I merge 322
Opening A mMain dOCUMENT | e 326
Managing the records in a data list 328

330

332

Setting criteria for a mail merge

Setting a condition for dlsplaylng text
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Sorting a list of data
Creating mailing labels

Import/export .
Copying data from Excel to Word

Inserting an Excel spreadsheet into Word
InSerting @ My DNk

GrOUP WOEK

Introduction

Sharing adocument

Co-authoring a document_,..‘.,v.
352

Managing comments

Turning on Track Changes
Changing track changes options e
362
364

Merging documents
Accepting or re]ectlng changes

Protecting a document
Restricting document formattlng

Associating a password with a documentﬁ.‘.m A AN
Marking a document as final

Customising the environment

Customising the Quick Access Toolbar
Customising the Ribbon

Defining keyboard shortcuts_“”m_muum"whnwumm‘mu”__m“"M_m"“m“uhuwnnmumm“w_mu_m_mw"m_mnﬂmuum"mnww“muuw
Managing building blocKs

Managing accounts

General information about user accountsw

Adding or signing into an account

ACHIVALING @N ACCOUNE | e
... 380
382

Customising an account
Adding or removing a service

Managing Office software updates AP A A A A A

Macros

Dspbymgihe Devdopertab e
Creating a Maavﬂmmmmmmmmmmwnmm”mwnm”mmm”mwnm“mmwmnMﬁn“m“MmmwnnwmmmwmmwmnMﬁnmmmwmmmm”
387

Running a Macro

BAItiNg @ MACIO
Deleting @ Macro

Shortcuts

Formatting

Movmg/SeIectlng and typlng

Specific keyboard shortcuts
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338
338

341

342

348

356
356

365
366

368

370

374
375

377

379

383

.. 385
386

386

387
388

389

TR 390
390
391



Moving

[Down arrow]/[Up arrow]

[Right arrow]/[Left arrow]
[End]/[Home]

[PgUp]/[PgDn]
[Ctri][Alt][PgDn]/[CtrI][AIt][PgUp]
[CtrI][Home]/[Ctrl][End]

[Ctri][Up arrow]/[Ctri][Down arrow]

Selections

[F8]/[Ctri][Shift][F8]
[Shift][F8]
[Ctrl] A

Insert special character/content

[Shift][Enter]
[Ctrl][Enter]
[CtrI][Shift][Enter]
[Ctri][Shift][Space]
[Ctrl] _

[Ctrl] -

[F3]

[AIt][Shift] T
[Alt][Shift] D
[Alt][Shift] P
[Ctri][Alt] C
[Ctri][AIt] R
[Ctri][AIt] T
[Ctri][AIlt] . (full stop)

Specific keyboard shortcuts

Fields

[F11]

[Shift][F11]

[Fo]

[Ctrl][F9]
[Shift][FO1/[AIt][F9]
[Ctrl1[Shift][F9]

Next/previous line
Next/previous character
End/Beginning of the line
Previous/Next screen page
Bottom/Top of the window
Beginning/End of the document

Previous/Next paragraph

Text/column selection
Back to previous selection

Select whole document

Line break

Page break

Column break
Non-breaking space
Non-breaking hyphen
Optional hyphen

Create a new building block
Time field

Date field

Page field

Copyright symbol
Registered trademark symbol
Trademark symbol

Ellipsis

Go to the next field

Go to the previous field

Update the field

Insert a field

Display/hide field code of the pointed field/all fields

Replace a field by its result
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Tables

[Tab]/[Shift][Tab] Select the next/previous cell
[Alt][End]/[Alt][Home] Move to the last/first cell of the line
[Alt]1[PgDn]/[Alt][PgUp] Move to the last/first cell of the column
[Ctrl][Tab] Tab characters in a cell

Qutline view

[AIt][Shift][Left arrow] Promote a paragraph
[Alt][Shift][Right arrow] Demote a paragraph
[Alt][Shift] 1 (or 2 or 3...) Show heading by level
[AIt][Shift] + Expand a heading
[AlIt][Shift] - Collapse a heading
[Alt][Shift] A Show all documents (titles, subtitles and text)
[Alt][Shift][Up arrow] Move title up
[Alt][Shift][Down arrow] Move title down

Mail merge
[AlIt][Shift] N Merge to new document
[AIt][Shift] M Print merged document
[Alt][Shift] E Edit the data document
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