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WORD 2016 TIPS & TRICKS

The following provides information on using various features and functionality in Microsoft Word 2016 and some of the difference
between the 2013 version and the 2016 version.

WORD RESOURCES

»  For various Word training videos, visit LyndaCampus

» For documentation and online training, visit the Microsoft Office Training Center page.

» Google “Word 2016”

WORD 2016

The following provides information on using some of the new/enhanced functionality in Word 2016.

Note: To upgrade to Office 2016, please submit a Help Desk ticket (whd.ewu.edu).
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http://access.ewu.edu/oit/services/it-training/documentation-and-resources/lyndacampus-information.xml
https://support.office.com/en-us/article/Office-Training-Center-b8f02f81-ec85-4493-a39b-4c48e6bc4bfb
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Get Started Quickly

When creating a new document, Word provides sample templates to quickly choose from, as well as a search option for online
templates, and links to template types (for example, Business, Design Sets, and Events). Note: To return to the document view,

click the arrow icon in the left-hand navigation column: @

Word M0LE0RG - Word

New

SuggEsted «-.1.c|..:|..m-, Personal  Design Sets Everl  Edudation  Labels
Saree As
Pring ( a - Aa
Share

Expont

Take a
tour

Close

Blank document Wislcome 1o Word Fan cover sheet [ Single spaced (bla

Click the desired Selected searches topic (for example Business) to display templates.

New

5 Home || Business p

= = =]
Sales invoice - Business plan Business cards Busin... Busin, Busin
(Business Blue... (Red design,.. cards. cards. cards.
o e r—
Project scope Business cards Packing slip Business cards Business cards (Burgundy Invoice (Red
report (Business, (Red design, (Business Blue.. (Sales Stripes. Wave design, 10 per page) design)
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The Start screen displays all recently accessed worksheets. To pin a favorite worksheet so that it always displays, mouse over the

worksheet and click the Pin icon.

©

Open

New

Open @ Recent Documents

Save

@ OneDrive

Save As
Print =
] Computer
=

Share

Export + Add a Place

Start Screen and Pinning Favorites

YWOrQZULS HIPSiJRAs - Word

Recent Documents
E' Finance204UGRev2015

M: = Work » BannerFinance » BannerFin204

2014TrnEval

MN: » Work » BannerFinance » BannerFin201

|
W 5 CMSIntermediatelUG
N: » Work = CMSIntermediateClass

1 Word2013TipsQRG

I M: » Work » TipofTheMonth = 2016 » Word2013

Word 2016 provides the ability to save documents to the cloud (OneDrive). Additional folders/locations (recent folders accessed,

Saving Documents

Desktop, My Documents, etc.) display allowing quicker saving.

©

Save As

New

Open @ SharePoint

WOLEVLT 1]

I;I Computer

Save Current Folder
. f@a OneDrive Word2013
e M: = Work = TipofTheMonth = 2016 = Word2013
Print =1
_;l SR Recent Folders
Share
e Waord2013
Export + Add a Place M » Work » TipofTheManth » 2016 » Word2013
My Documents
Desktop
Account
Browss
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Word Options

select Options: B BT

customizations and options.

Word Options
‘,.

e ‘.a General options for working with Word.
o

play

User Interface options

Show feature descriptions in ScreenTips
Personalize your copy of Microsoft Office

EWU

nAME

2

Colortul [+]

Start up options

Word options are used to customize Word. If you are in the worksheet, click File in the ribbon:

Default Programs.

LS. From the left-hand list,

. Click thru the links in the left-hand list of the Word Options dialog box to set up various

1
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Online Images & Video

Word has integrated the Bing search engine to help search for images within Creative Commons that are free for use. This search

Online
Video

uses Bing, YouTube, or an embed code from another website. Click the Online Video link ™=z jn the Insert ribbon. The Insert
Video dialog displays. Enter the desired search words in lookup fields. Select the desired video based on the search results. The
video embeds in the document.

Insert Video

b Bing Video Search

Search the web

You YouTube ) .

Tube| _ L i Search YouTube
he largest worldwide video-sharing community!
From a Video Embed Code

0:.-;. Paste the embed code to insert a video from a web Paste embed code here >
site

Office Store, Apps, and Wikipedia

&l Store W
.‘ My Apps - Wikipedia

Add-ins

Word 2016 allows add-ins. Click Insert in the ribbon. Select the desired Add-ins option

> Store - Allows you to search the Office Store for apps (note; some apps are free, others have to be purchased).
» My Add-ins — Where saved apps display.
» Wikipedia - Links to a Wikipedia search feature.

New Designs

Word 2016 offers document themes and design templates (style sets). Click Design in the ribbon. Mouse over desired themes to
view how the style/theme will display in your document.

_i‘ Paragraph Spacing -

Effects -

Q Set as Default
Note: Paragraph Spacing and Set as Default options are available:
Edit PDFs
PDFs can be opened in Word and edited.
» Select File < Open
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» Search for the desired PDF file and click open. Tip: Use the Open options to quickly search for the file:

Open

1
(L) Recent Documents

@ SharePoint

£ OneDrive

] Computer

» The PDF file will automatically open in Word. The following warning may display:

Microsoft Word - X

0 Word wil now comvert yoer POF 10 an eciable Word docement. This may take 3 whie. The ressiting Word document wil be optimized 1o allow you 1o edt the text. 50 1 might not lock
exactly b e onginal POF_ especially f the ongnal e conamed lots of Graphics.

Don thow it message soan

[_017" Cancel g

Open as a Copy

Instead of searching for a document to copy, open the document directly as a copy. Right click on the desired document and
select Open a copy.

T
:l_/ Recent Documents Recent Documents
[ 2015CommunicationPlanilb
hitpe//sharepointes = dept = train = Shared Documents = C
SharePoint
@ m CMSIntermediatelG
N: = Work = CMSIntermediateClass
£ OneDrive W CMSUGRev2016
M = Work = CMSTraining = 2012CMSTraining
= ) m Word2013TipsQRG
‘L] Computer N: » Work » TipofTheMonth » 7016 » Wit 2013
zl GenAcctingAccol —
+ Add a Place M = Work = Bannerf
m Finance201UG20
M » Work = Bannerf P
= Finance201UG20 Remove from |ist
: = Work » Bannerf Clgar unpinned Documen
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