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Laminated quick reference guide showing step-by-step instructions and shortcuts
for how to use Microsoft Office Word 2016 (Windows Version). Written with
Beezix's trademark focus on clarity, accuracy, and the user's perspective, this
guide will be avaluable resource to improve your proficiency in using Word
2016. Thisguideis suitable as atraining handout, or simply an easy to use
reference guide, for any type of user.

Thefollowing topics ar e cover ed:

Margins, Orientation, and Paper Size

Moving and Copying Text

Formatting Text with the Mini Toolbar & Touch MiniBar

Spacing between Paragraphs

Creating Bulleted Lists

Changing Bullet Style

Creating Numbered Lists

Turning off Bullets or Numbering

Paragraph Alignment

Copying Formatting

Searching using the Navigation Pane

Finding and Replacing Text

Jumping to Other Pages

Different Views of the Document: Read Mode, Print Layout, and Draft View
Using the Highlighter

Proofreading Using Smart Lookup and the Thesaurus

Creating and Inserting Quick Part Building Blocks

Inserting a Cover Page

Creating and Editing Headers and Footers; Suppress/Change Header or Footer on
the First Page


http://mbooknom.men/go/best.php?id=193979191X
http://mbooknom.men/go/best.php?id=193979191X
http://mbooknom.men/go/best.php?id=193979191X

Inserting a Page Number

Inserting a Text Box: Drawing a Text Box, Moving, Resizing, Formatting, and
Deleting a Text Box

Inserting a Page Break

Checking Spelling, Grammar, AutoCorrect

Previewing and Printing Documents

Printing Envelopes and Labels.

Also includes: Lists of Touch Actions, Selection and Movement Shortcuts,
Editing and Formatting Shortcuts.

Recommended companion title covering Office basics: Office 2016 Essentials -
Windows Version (ISBN 978-1939791900).

Thisguideis one of multipletitles available for Word 2016 - Windows Version.

The other Word titles are: Word 2016 Intermediate (1ISBN 978-1939791009);
Word 2016 Mail Merge (ISBN 978-1939791023).
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Laminated quick reference guide showing step-by-step instructions and shortcuts for how to use Microsoft
Office Word 2016 (Windows Version). Written with Beezix's trademark focus on clarity, accuracy, and the
user's perspective, this guide will be a valuable resource to improve your proficiency in using Word 2016.
This guide is suitable as a training handout, or simply an easy to use reference guide, for any type of user.

Thefollowing topics are covered:

Margins, Orientation, and Paper Size

Moving and Copying Text

Formatting Text with the Mini Toolbar & Touch MiniBar

Spacing between Paragraphs

Creating Bulleted Lists

Changing Bullet Style

Creating Numbered Lists

Turning off Bullets or Numbering

Paragraph Alignment

Copying Formatting

Searching using the Navigation Pane

Finding and Replacing Text

Jumping to Other Pages

Different Views of the Document: Read Mode, Print Layout, and Draft View
Using the Highlighter

Proofreading Using Smart L ookup and the Thesaurus

Creating and Inserting Quick Part Building Blocks

Inserting a Cover Page

Creating and Editing Headers and Footers; Suppress/Change Header or Footer on the First Page
Inserting a Page Number

Inserting a Text Box: Drawing a Text Box, Moving, Resizing, Formatting, and Deleting a Text Box
Inserting a Page Break

Checking Spelling, Grammar, AutoCorrect

Previewing and Printing Documents

Printing Envelopes and Labels.

Also includes: Lists of Touch Actions, Selection and Movement Shortcuts, Editing and Formatting
Shortcuts.

Recommended companion title covering Office basics: Office 2016 Essentials - Windows Version (ISBN
978-1939791900).



This guide is one of multiple titles available for Word 2016 - Windows Version. The other Word titles are:
Word 2016 Intermediate (ISBN 978-1939791009); Word 2016 Mail Merge (ISBN 978-1939791023).
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Editorial Review

About the Author

Beezix has been publishing quick reference computer guides for trainers, training companies, corporations,
and individuals across the US and Canada for the past 20 years. Founded by trainers, extensive industry
experience made us aware of the need for aline of high-quality guides that were clear, accurate and concise.
Our cards are designed for casual computer users right through to trainers and help desk staff.

Users Review
From reader reviews:
Jennifer Games;

Do you have favorite book? When you have, what is your favorite's book? Publication is very important
thing for usto find out everything in the world. Each e-book has different aim or maybe goal; it means that
e-book has different type. Some people sense enjoy to spend their time to read a book. These are reading
whatever they consider because their hobby is actually reading a book. What about the person who don't like
looking at a book? Sometime, man or woman feel need book when they found difficult problem or even
exercise. Well, probably you will want this Microsoft Word 2016 Introduction Quick Reference Guide -
Windows Version (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card).

Jeffrey Primo:

Have you spare time to get a day? What do you do when you have more or little spare time? That's why, you
can choose the suitable activity for spend your time. Any person spent all their spare time to take awalk,
shopping, or went to the particular Mall. How about open or maybe read a book called Microsoft Word 2016
Introduction Quick Reference Guide - Windows Version (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Card)? Maybe it is to become best activity for you. Y ou know beside you can spend your time
with the favorite's book, you can smarter than before. Do you agree with it has the opinion or you have
additional opinion?

Megan Jordan:

What do you ponder on book? It isjust for students since they are still students or that for all peoplein the
world, what best subject for that? Simply you can be answered for that query above. Every person has
different personality and hobby for each other. Don't to be pressured someone or something that they don't
need do that. Y ou must know how great and also important the book Microsoft Word 2016 Introduction
Quick Reference Guide - Windows Version (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated
Card). All type of book would you see on many options. Y ou can look for the internet solutions or other
social media



Richard Dike:

Don't be worry for anyone who is afraid that this book will filled the space in your house, you may haveit in
e-book means, more simple and reachable. This specific Microsoft Word 2016 Introduction Quick Reference
Guide - Windows Version (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) can give you a
lot of close friends because by you checking out this one book you have point that they don't and make a
person more like an interesting person. This kind of book can be one of one step for you to get success. This
reserve offer you information that perhaps your friend doesn't understand, by knowing more than other make
you to be great men and women. So , why hesitate? Let's have Microsoft Word 2016 Introduction Quick
Reference Guide - Windows Version (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card).
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