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Microsoft Word 2016 is a word processing application that allows you to create a variety of
documents like letters, flyers, and reportsMore than ever before, Word 201@jives you the ability

to do more with your word processing projects.
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The Quick Access Toolbar

Locatedat the top of the Word window, the Quick Access =] OD @& @ -
toolbar provides quick access to common commands. By
default, it shows the Save, Undo, and Redommands.It
can be customized with commands

Insert Design

Customizing theQuick Access Toolbar
Click the drop-down arrow to the right of the Quick Accessoolbar.

1. Select the command from the droglown Chae®dma:-
menu. To choose from more comands, " IR Customize Quick Acoess Tookbar
selectMore Commands. -, —— ¥ :
2. The command will be added to the Quick - ' o
Access toolbar et R ...
L e o Quicic P
Spelling & Grammar

The Ribbon

Word uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains multiple tabs,
each with several groups of commands. Each tab will be used to perform the most common tasks in
Word.
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5 Replace

Select

Customizingthe RibbonDisplay
The Ribbon is designed to respond to whatever task is selected. However, the Ribbon can be
hidden.

1. Click theRibbon Display Options arrow in the upper-
1‘ Auto-hide Ribbon right corner of the Ribbon.
Hide the Ribbon. Click at the top 2. SeleCt the desired Option

of the application to show it

. Show Tabs

t Show Ribbon tabs only. Cick Pressing the ControlF1 buttons can also be used thide and unhide
. Show Tabs and Commands the rlbbon
! ~| Show Ribbon tabs and

commands all the time



The Ruler
The Ruler is located at the top and to the left of the L| O v - ] '
document. It makes it easier to adjust the document with | -
accuracy. The ruler can be hidden to allow for more :
space.

1. Click theView tab. . |
2. Click the check box next téruler to show or hide | : 'Q%
the ruler. .

Backstage View

Backstage view gives the user various
options for saving, opening a file, printing,
and sharing documents. To get to the
Backstage view, seledEile from the Ribbon.

Info

Properies

Retatod Dates

Document Views
Word 2013 has a variety of viewing options that change how the Print Mode
document is displayed. The view options are Read Mode, Print Read Made A

\r—
Layout, or Web Layout. \E=j

Web Layout

E B - i

Print Mode
This is the default view. There are page breaks in between each page.

Read Mode
In this view, all of the editing commands are hidden. Arrows appear on the left and right side of the
screen to toggle through the document.



Web Layout
This view removes page breaks.

Document Setup

When working on a document, it is important to think about he look of the document and how it
should be formatted. One formatting aspect to consider is whether to make adjustments to the
layout of the page. The page layout affects how content appears and includes the page's orientation,
margins, and size.

Page Magins

A margin is the space between the text and the edge of the document. By default, a new document's
margins are set to Normal, which means it has a ofiech space between the text and each edge.

The margins can be changed.

Formatting Page Margins
Word has a number of built in page marginsTo access the margin Lz EeASRSENEE- SRR A

options e ) K pesign [
LR ™ [F Hees
1. SelectLayout tab. U Overtation Sae. Columns .L‘,,,hntb
2. Click theMargins command 77| Normal ‘
3. A drop-down menu will appear. Click the preferred | 1B Right 1
margin size ;

Narrow

Moderate
Top 1 Bottom:1

Wide
Top 1 Bottom: 1

Using Custom Margins

If none of the predefined margins work for thedocument, Word allows for custom margins to be
created.

Goto Layout > Margins > Custom Margins
The Page Setupdialog box will appear
Adjust the values as necessary

Click OK

NS
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Page Setup
, Homg=" Insert Design
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Page Orientation

Word offers two-pageorientation options: landscape and portrait. Landscape means the page is

oriented horizontally, while portrait means the page is oriented vertically.
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Changing Page Orientation
1. Select theLayout tab.

2. Click theOrientation command in thePage Setupgroup.
3. A drop-down menu will appear. Click eitherPortrait or

Landscape to change the page orientation.
4. The page orientation of the document will be changed.

PRODUCTION STAFF
Carmen Barnwell: Director
Dennis Klein: Set Design
Tonia Moore: Costumes
Sophie Simon: Makeup
Max Wallace: Lighting

The
Brighton
Players
present

Aristophanes’

The
Frogs

HSS- 0 D@m= -

Margins Orientation Size Columns

File Home

0§

Portrant

Insert Design

0

Layout
%= Breaks ~

£ Line Numbers -
¢ Hyphenation ~

up



Page Size

By default, the page size of a new document is 8.5 inchesjizIRel DR ® @ -

by 11 inches. Depending on the project, the page size Mo T

need to be adjusted. If the page size needs to be adjustec |7 |*% ™ e Indent
the settings can be foundin the Layout tab. Mrats Oaation TN Catanas o s i S L
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Document Looks

With any type ofdocument, you can use a variety of Themes and Styldhemes and Styles can be
applies during the document setup before any typing actually begins, or after all the information is
in the document.

A is a unified set of design elements and color schemes that you apply to pages to give them
a consistent and attractive appearance. Using a theme is a quick and easy way to add interest to
pages aml give them a professional look and affects the entire doment.

A is a definition that determines the document formatting options that are applied to
characters or paragraphs

To access Themes anfityles, select thdesign tab. Themes are [N - s

in a drop-down option with examples of the different Themes.




Styles focus predominately on the text in the documents.

Also, the color schemend font of aTheme d Style, you can be changed by selecti@plors or
Fonts on the Design tab.
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Customize Fonts...

Working with Text
There are numerous options forformatting text and changing SEEEER=E" &

the appearance of text within Word. Formatting options References M
include bold, underline, italics, font size and spacing and as : Colitri (Body) + |11 = &' & | Aa~ | 4
well as other font effectsMost of the formatting optionscan = |6 1 u-wex x A-%-4-
be found in the Font group on the Home tab. pboard n Font 5



Formatting Text

Possibly the most frequented types of formattingnclude changing the fontye-sizing the font, bold ,
underline, anditalics. But Word offers so many other options to format the text. To format thext,
select the text to be formatted, tha select which formatting option the text needs

Right-clicking the highlighted text will also generate the quick

access toolbar which provides a number of formatting options. Calioi Body) ~ |11 = A" " ¥ A
B I U~ A -:=-ic - Syl

Some of the other text formatting options include spacing, L Y

highlighting, super and subscript, font color, as well as text effects. B2 Cop
'y Paste Options:

Spacing can create space between the letters of a word making thg -

word take up more space, or it can take space away between the

letters.

Example Bampe

Highlighting places a coloring over thdext selection. ) New Comment

Highlighting

Super and Sub Script will decrease the size of the text and raiser or lower it.

SuperScript subSCript

Other options include colors and text effects

COL RS

Text Effects

If the formatting needs to be cleared on a selection, highlight the area and click clear .

formatting.

More font options can be found by clicking on the expansion arrow at the bottom right corner
of the Font group.

P}

Formatting Paragraphs

Word offers a variety of formattingoptions for paragraphs.

There areindent and spacing options, working with orphans = 7 := mTI=EZ=EZ
and widows, and alignment, just to name a few. The different
options can be found in the Paragraph group of the Home
tab or by right-clicking on the selection of text to be Paragraph
formatted.

|
il
il
.
11
4
4
4

ul
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To format the paragraph, use the mouse to highlight the selection of text and then click the
formatting option needed.

Spacing options changes the space between the lines of a paragrafignment options provide for
the ability to left, center, right, or full justify.

View Add-ins

= L., =8 g
== e 222N T aasbcene] Az
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=t 10
' 115

Line Spacing Options...

Add Space Befere Paragraph

#l| [If

Remeove Space After Paragraph
More paragraph formatting options can be found by clicking | eresssn -0 |
on the expansion arrow at the bottom corner of the Indents and spacing. | uine and fage Brcaks
Paragraph group Options includemore details for alignment p—
and spacing, alongvith indentions, tabs, and line and page Qutine et [BodyTed_[7]
break options. Indeptation
Left: o ¥ Speciat By
Right: o = (nans) T|

Bdurar indents

Spacing
[Betare: opt 5 Lige spacing: 13
After: Bpt Lo Multiple [#] 108

Don't add spage between paragraphs of the same style

Praview

[ Tabs... ] -Selﬁsn_el.wl - Cancel |

Creating Lists & Columns

Lists are a way to make two or more items in a document stand out from the rest of your text and
can be used for a variety of reasons, such as giving instructions, edping the order of events,
listing specific items that should be done, etc.

11



Bulleted and Numbered Lists
To apply bulletsor numbersto your text, highlight the text and cloose the 225
Bullets command button, which isn Paragraph group of the Home tab ‘ === Cllamcad

;
Different bullet and numberingstyles can be selectetby clicking the el o0 w4l
menu button next to the Bullets command. > [v

To halt the bullets, click the command button again and they're removed.

Creating Columns

To add columns to a document:
1. Select the text yowvish to format. —
2. Select theLayout tab [
3. Then click theColumns command. A dropdown menu will

appear. . =
4. Select the number of columns to create. 1 B e
5. The text will format into columns. : = e

Insert Design

| = Breaks -

. “— wm HDline Numbers -
Margins Orientation Size Columns )
- - . bt Hyphenation =

== More Columns.

Cotumn: [2&=a Thecolumn choices arenot limited to the drop-down menu
s that appears. SelecMore Columns at the bottom of the menu
E _"_ i L i to access theColumns dialog box. Click the arrowsext to the
Qne Two Three Left Eight .
— Number of columnsto adjust the number of columns.
g o _ S
L]es B : To remove column formatting, place the insertiorpoint
] . anywhere in the columns, then click th&€olumns command
Equal column v on the Layout tab. Select One from the drojglown menu that
Applyte: | Whole dooument E| Start new column appears
[ concel ]

Page and Section Breaks
Breaks in a document can make it appear more organized and improve the flow of text. You can
add Page breaks and Section breaks.

Page breaks allows text to move to the next page before reaching the end of m

page. -
1. Place thecursor where the break should occur. ] ",l—' :l
2. Onthelnsert tab, clickPage Break. There is also a Breaks option in Blank Page = Table
the Page Setup group of theayout tab. Page Break
Pages Tables

3. The page break will be applied to the document, and the text will
move to the next page.

12



Section breaks create a divider between parts of a document, allowing each section to be formatted
independently. To add a section break:

1. Place thecursor where you want to create the break.

2. On thelLayout tab, click theBreaks command, then select the
desired section break from the dropdown menu that appears. i

3. A section break will appear in the document. e

The text before and after the section break can now be formatted
separately. o

There are three types of Section breaks.

1 Next Page: Adds a sectidoreak and moves text after the break
to the next page of the document. This is useful for creating a
new page with normal formatting after a page that contains
column formatting.

1 Continuous: Adds a section break and work to continue on the same page. Tiige of
break is useful when needing to separate a paragraph from columns.

1 Even Page and Odd Page: Adds a section break and moves the text after the break to the
next even or odd page. These options may be useful when you need to begin a hew section
on aneven or odd page (for example, a new chapter of a book).

Creating Tables

A table is a group of cells arranged in rows and columns. Tables are useful for various tasks such as
presenting text information, numerical data, and creating forms. In Word, you cameate a blank

table, convert text to a table, and apply a variety of styles and formats to existing tables.

Creating a Blank Table

1. Place the mouse pointer whee the tableneeds to be. ome M Design  Lsyout  Red

2. Click theTable commandfrom the Insert tab. = B D [ &

3. Adrop-down menu containing a grid of squares will appear. Hover 7 T Pictures p?:tgf:s S
the mouse over the grid to select the number afolumns androws 4x3 Table e
in the table. _}JL=BHj:EB

4. Click the mouse, and the table will appear in the document. i‘%‘ggﬁj:i:izﬁ

5. Place thecursor anywhere in the table to add text. 0O00000000

0000000000
0000000000
B Insert Table..

E@ Escel Spreadsheet

Bl Quick Tables 3

13
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Creating a Table with Existing Text
Word can convert other text information into a table, and it can use the tabs or other
separators to separate the data into two columns.

1. Select the text to convert.

2. From thelnsert tab, click theTable command.

3. SelectConvert Text to Table from the drop-down menu.

4. A dialog box will appear. Choose one of the options in ti8eparate text at: section.
This is how Word knows what text toput in each column.

5. ClickOK. The text appears in a table.

Convert Text to Table M

Table size

= Tl o, s

Table  Pictures pOnhr\e Shapes Smarthrt Chart Screenshot g My Ady
- ictures ~ =

Insert Table

Number of columns: 1

Number of rows: 4
/’ AutoFit behavior

/ @ Fixed column width: |Auto -

F

1% 7 AutoFit to contents

Cmtmlﬂm () AutoFit to window

Convert Text to Table

Separate text at

@ Paragraphs () Commas
(") Tabs ) Other:

oK ] [ Cancel

Formatting a Table
Once a table is placed into a document,Table Tools tab appears in the ribbon with many
formatting options for the table. TheTable Tools tabs has aDesign tab and alLayout tab.

The Design tab focuses on the appearance of the table, such as adding colors, borders, shading and
patterns to the table.

H %- O [d &M@ - Decumentl - Woed
File Home Irckert [Design Layout Beferemces Maikngs Eeview
« Hesder R [~ First Collurss s T B mm— S R 3 - r]
Toaal B T — i | EesEls) BEEER] S22 Sfeem- mmoes Sfmeme | [Ty — &
elEEEE ) Coooin 2iisEE ==== zlczzz =zz:oz:z zZk:z:: Shading  Boeder Bardéni Bardn
= Banded Rews Banded Colurnig . . Stylet - L& Pen Coles = = Pairer
Takie Stpic Orplicri Tabir Siyled Banders
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The Layout tab focuses on the structure of the table, such as inserting and deleting rowsca
columns, the height and width of rows and columns, alignment of text.

Inserting Images and Shapes
Pictures and shape are a great way to illustrate information and add accents to an existing
document. Pictures can improve the overall appearance ofdacument in used appropriately.

Insert a Picture

1. Place the cursor where the image should appear.
2. Select thePictures or Online Pictures option from the lllustrations 4 £
group on thelnsert tab. F D
3. If Pictures is selected, thénsert Pictures dialog box will appear. The O &
image should be located, selected, and then you caisert the image. Pictures Online
4. If Online Pictures is selected, amsert Picture box will appear, with the Pictures

option to perform an online search. Once the search is performed, select
the image to use, and thenedectInsert .
5. The picture will then appear at the location of the cursor.

Once the image is in the document and selectedPiture s tab appears in the ribbon with
formatting options for the image.

Inserting a Shape

Word also has a large selection gthapes that can be added to a References  Mallings  Review
document, including arrows, callouts, stars, squares, and flowchart [ = o, s
shapes. Like pictures, shapes can add a visual aspect to your document. S"imﬁg/“ﬂ“ Screeehet | @ wyad

Recently Used Shapes
] ENNOCOALLDEG
1. Select thelnsert tab, then click theShapescommand. A dropdown % Mot b st

. Lines
menu of shapes willappear. NNANTLLR BRNG 4%

Rectangles

2. Select the desiredshape. OoDODO0O0

1 1 1 1 Basic Shapes
3. Click, hold, and drag in the desired location to add the shape to youl O AR OACOOBB

document. ®6o00r L7 OO
O0®AOOVXEG (3N
QG
. . . Block Arrows
Once the shape is in the document and selectedaawing Tools tab PEEIQTEBPR LS
appears in the ribbon with formatting options for theshape. :g’ o >BYAG
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If needed,text can be enteredn a shape. When the shape appeasgu can simply begin
typing. You can then use thérmatting options on the Home tab to change the font, font
size, or color of the text.

WordArt

WordArt is the text inside a text box, and can have many effects added to it, similar to the effects of
shapes. The text can also be transformed to have a wavy, slanted, or inflated appearance. Word
offers a variety of Quick Styles for WordArt. The Quick Styles cdren be formatted to suit an
individual need. Just like when adding Shapes, tHerawing Tools tab will appear once WordArt is
added to a document.

To apply a quick style to text:
1. On thelnsert tab, click theWordArt command in the 4 [ Somatirn o || P ()
Text group. A dropdown menu of text styles will appear.  weuss o ‘_Zb:j‘ L Equaton Symbal

Select thestyle to use. YA
2. The text will appear in the selected style. If desired, the A /f‘\’s\ A A

font or font color can be changedrom the Hometab.
A A A

If the text was not already in a texBox, World will place it in A
one once WordArt is assigned to it. B

N
>
Ss

To transfam text:
1. Select the text box, or select some text inside of the text box. & - A e [F B

B Text Outhine- | ==
Text Ahgn Creste  Posticn Wrap  Bring

2. Inthe Format tab of theDrawing Tools tab, click the Text BSHET] wcvon- Ten Unk - et~ fones
Effects drop-down arrow in the WordArt Styles group. A Sudoe

3. Adrop-down menu of effects will appear. Hover the mouse
over Transform and select a transform effect from the menu

that appears. B Bt
4. The text will transform into the selected style A 3onetsen »
dx. ==l Mo Tranaform

If desired, you can add additional effects such as shadow, bevel,
and more to thetransformed text.

Follow Path

- = > - -
- - .
Tga Gyt Faed

Warp

abcde abcde  abcie  @bede
abcde abede 7 e2fRi

1
olge Wl &h b
FE A G0 g%
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SmartArt
SmartArt is used to communicate information with images and gragics instead ofjust using text.
Word provides many options and different types of SmartArt such as lists, cycles, hierarchy, etc.

Adding SmartArt

1. Place cursor in the document where the
SmartArt graphic is to appear.

2. From thelnsert tab, select theSmartArt
command in the lllustrations group.

3. A dialog box will appear. Select eategory on the
left, choose the desired SmartArt graphic

4. Then clickOK.

5. The SmartArt graphic will appear in your
document.

A SmartArt Tools tab will be added to the Ribbon
once the SmartArt is added The SmartArt Tools tab
has aDesign and Format Tab.

The Design tab focuses on the layouts, styles, colors of the SmartArt image as a whole.

The Format tab focuses on the individual shapes in the SmartArt image. It is similar to the Drawing
Tools tab for Shapes and WordArt.

To add text to a SmartArt graphic:

1. Select the SmartArt graphic. Th&martArt task
pane will appear to the left.

2. Enter text next to each bullet in the task pane. The
text will appear in the graphic and will resize to fit
inside the shape.

3. To add a new shape, predsnter. A new bullet will
appear in the task pane, and a new shape will
appear in the graphic. You can delete any bullets
you're not using to remove the shapes.
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