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Microsoft Word 2016 - Level 2

Welcome to Microsoft Word 2016 - Level 2. In this class you will learn to do more with Word. You will
connect to online tutorials and courses to reinforce and advance your learning. As you're going
through the class, think about how you could use Word at home or work.

Contents

IN thiis Class, YOU Will... ...t sss st sssss s s s ssssssss s s s s sssesssesssesssssnss 1

USING STYIES ...ttt s st st ass s bbb s ettt bnes 2
APPIY BASIC SLYIE SO .. ississsisssisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssessssssssssssssssssssssssssssssasens 2
CRANGE STYIE SELS ...ttt isssssss s ssss s bbb s s s s s s bbb s s s b s s s bsssbssnssnsas 2
BUIEES & NUMDEIING ettt sssssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 3
INSEIT FOOTNOTO ...ttt s sttt st bbb bbb st b st sbes 3

DOCUMENT EIEMENLS ...ttt it s s s sss s ss s sssesasssssesssessssssss s ssssssesssesssasssesssssnsns 4
Add a Footer: Title and PAage NUMDELS.........ieeneiesieneneississsssiessssssssssssssssssssssssasssssssssssssssssssasssssssssssssesssssassenns 4
[NSEIT PAQES ...ttt ssesssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssessssssssssssesssssssssssessssnes 4
INSEIT PICTUIES .ottt ssesse s sttt bbb sttt bbbt as s b b enses 5
CAPTIONS ottt ase st sss s bbbt s st a st s b s s b s b s R st A st bR bbbt A st E et b et bRt e a et et en st aenn 5
TADIE Of CONTENTES ..ottt asssass b ssss st sasessse s bbb s s s s s s s s e sasesssassssssss s sssasssnsass 6

Other Useful COMMANAS ...t ssssssss st sssssssssssssssssssssssssssssssssssssesssssssasssssssssssssssses 7
Margins AN OFIENTALION.......ccviveeeeeteeestesie ettt sss s ssss s st asssss s ssssssbsssassbsssassssssssbessassbessasssessessensanees 7
SPEIING & GramMMAr CHECK ...t ssstssissss s sssssssssssssssssssssssssesssssasssssssssssssssssssassssssasssssssssssassssssassassns 7
PHINT PrVIEW ...ttt ssessesse s sttt s s s s st sttt st b s bbb st s aasasssesses 8

One-on-One Help, Classes, and ONIING COUISES ... minrnsinsnsinssssesissnssessssssssesssssssssssssssssssssassassens 8

In this class, you will...
Create a report document using:
= Styles

= (Cover page

= Table of Contents

To review Word 2016 - Level 1, read the blogpost at: http://1.kcls.org/2AjpWwA (case-sensitive)



Using Styles

Anytime you create a document others will see, such as a report, make it look good and easy to read
with styles. Styles are commands that format different parts of your document, such as bold headings
for main sections, numbered lists for a sequence or colored text for captions to pictures.

It is important to use styles consistently. For example, always use the same style for main section
headers in a document. Your document will be neat, organized and easy to navigate and read.

Apply Basic Style Set

You will apply styles to a practice document. To access the training exercise file:

Go to kcls.org/techtutor

Scroll through the cards to find “Exercise Files for Tech Tutor Manuals” and click that card
Click on “Top Five Biggest Cities” under the “Word” section

Click “OK” to open

You may prefer to change to “Print Layout” under the “View” tab

uikhwnN -

Take a moment and familiarize yourself with the document. Note that it already has some basic
formatting that distinguishes the different parts of the document such as the big, bold title and
underlined city, state names as sections. You will apply styles to improve the appearance and legibility,
and it will be especially useful when creating a Table of Contents later in the manual.

Apply Title style:
.| d&Find ~
1. Select “Top Five Biggest U.S. Citites” line B sesvcco aasscen 2. Replace
2. Click Home Tab in the Ribbon. ubile  SubeEm-gie ) s select-
3. Click the “More” arrow in the Styles group. e — — =
4. ClICk ”Title". Styles give your document a

consistent, polished look.

Apply Heading 1 style:

They also allow you to use the
. . Navigation Pane and add a table of
1. Select all five city, state names .

a. Hold down “Ctrl” key during each text selection H you don't ke the look of these
2. Click the “More” arrow in the Styles group. styles, check out the Design tab for

more options.
3. Click “Heading 1".

“More” button in Styles Group

The document now has a basic style set— Title, Heading 1 and Normal to the paragraph text. It is
already more polished and easier to scan for specific sections like Chicago, lllinois, for example.

Change Style Sets
You can change overall Style Set, Colors and Fonts for the basic style set you applied to the document.
Under the Design Tab, here’s how you change overall style set:

1. Click the “More” arrow in the Document Formatting Group.
2. Place mouse pointer arrow over the options, without clicking, for a preview.
3. Click a style set you like, for example “Basic (Elegant)”.
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You may also change the font and font color scheme of the style set. Explore the options in the
“Colors” and “Fonts” commands in the Document Formatting Group. Also, place the mouse pointer
arrow over other commands in the group to read a brief description of the command.

Bullets & Numbering
You will apply bullets to the items under each heading. ities [Compatibility Mode] - Word PICTUI
. REFERENCES MAILINGS REVIEW VIEW FOI

1. Select the text that appears under each city, state. o

a. Hold down “Ctrl” key during each text selection. _' oo == K ol s
2. Click arrow next to “Bullets” command. ullet Hbrary
3. Click a bullet style of your choice. e | @ O W 4 e
Note all items under the header will have a bullet point. ' % v

Again, this adds organization and ease of reading.

Define New Bullet...

“Bullets” button and Bullet Library

Insert Footnote

At the bottom of the practice document, there are two citations from websites. In the first paragraph
there are references to these sites. For this exercise, you will create a footnote for each, so the reader
knows to refer to the bottom of the page for more information.

Here’s how to insert a Footnote:

1. Place cursor at the end of “City-Data.com” in the first paragraph.
2. Click References Tab
3. Click Insert Footnote
a. A number 1 will appear where the cursor had been in the text.
b. The bottom of the document will be activated for you to insert the information.
4. Select the first reference just above the footnote area.
a. “Top 100 Biggest Cities. Retrieved June 23, 2014 from City-Data.com website...”
5. Use “Ctrl + X" to cut.
6. Click the cursor next to the small number at the end of the document.
7. Use “Ctrl V" to paste.

For the second footnote, click the cursor at the end of the quotation mark in the first paragraph where
it says, “the cost...consumption.” Follow the steps from above to place the second footnote correctly.
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Document Elements
You can add elements to the document that improve organization and overall appearance.

Add a Footer: Title and Page Numbers

In a long document, page numbers are helpful for reference to specific pages in a document.

To add page numbers:

1. Click the Insert Tab. ﬁzr:::A " @soe W %’ E HE:::;. %-
2. Click Page Number in the Header &  a:Saeenshor- & Myapps - Widpeciz Cuine 10 Commenlirypne umper= | 1
Footer Grou p. n]s Apps Media Commelnts [=] Top of Page »
. [#] Bottom of Page »
3. Place mouse pointer arrow over T Page Maro e ;
”Bottom Of Page". Current Position »

EE Format Page Numbers...

4. |n the side menu, scroll down a little
to select “Accent Bar 1”.

Fi( Remove Page Numbers

is 100)

5. At the bottom of the page, select Accent Bar 2
“Page”. At
6. Type over “Top Five Biggest US e 1014, at
Cities”.
7. Click the red box with an X in the Page Numbert menuand sub-menu

Design Tab to close Header & Footer.

Insert Pages
You may need to insert a cover page or blank pages for more content in a document like a report.

To insert a cover page:
pag B EHS 01 - Top Five Biggest

HOME = INSERT DESIGN PAGE LAYOUT REFERENCES MAILING!

1. Click Insert Tab.

2. Click “Cover Page” command in Pages Group. || coverPaoe == e gl LY T @stor )
3. Click “Whisp” from menu (scroll down to see).
4

[ Blank Page . et 1l Chart o
aEJIe Pictures p?c::rr‘; Shavpes o4 Screenshot - L] My Apps ~ Wikip
Edit the text fields correspondingly. fables L. .S
alue (also from 2011), and the cost «
To insert a blank page: Your document will make a great ~ [PUrchasing those goods and services
o first impression with a stylish cover ption.
. page.
1. Click to the end of regular text (after last bullet S
. . . Make it your own by tweaking the [ York, New YorK (popula
Under Phlladelphla)' (2] font and color options on the ’
. . Desi b. Estimated median household incom
2. Clle ”Blank Page” Command n Pages Group. eslonta Estimated median house or condo v
2012 cost of living index in New Yor

Give the new blank page a heading: Los Angeles, California o

ur, H ” = Estimated median household incom
1. Type “City Pictures” at top of the blank page. e e
2. Se|eCt the teXt you JUSt typed. = 2012 cost of living index in Los Ange

3. Inthe Styles Group under Home Tab,
Click Heading 1.

Pages Group in the Insert Tab for inserting Cover Pages

4. Pressright arrow key once and then Enter key.

Next, you will practice inserting pictures and captions into your report on this blank page.
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Insert Pictures
In Word 2016, easily insert pictures from the web and other places to enhance a document or report.

Here’'s how to insert pictures from the web: INSERT | DESIGN  PAGELAYOUT  REFER
i R =
Click Insert Tab. s | ) TEsmartart
L a1 . ”e . : - & Nl Chart
Click “Online Pictures” in lllustrations Group. able  Pictures Online Shapes
e s . . - Pictures ~ *
Search for “New York City” in the Office.com Clip Art box. - ctrations

Select a picture you like.
Click Insert.

ik wnN -

Insert Pictures
How to move a picture:

1. Place mouse pointer over picture. (J OfficeccomdiipaArt

. Royalty-free photos and illustrations
2. Look for cross-like move arrow tool.
3. Click and drag your shape to a new spot. Bing Image Search

Search the web
How to re-size a plcture:

Get royalty-free photos from Office.com

1. Click into the picture.

2. Look for squares around the frame.

3. Click and drag a frame square.
a. Drag a corner out to enlarge proportionally.
b. Drag a corner in to shrink proportionally.

Add a couple more pictures of the other cities, and make them fit all on one page.
Captions
Label your picture or object with a caption for the reader to know what they're viewing.

How to insert a caption:

Caption (9 =]
1. Select the picture of New York City. Caption:
2. Click the References Tab. [Frsure 1-New Yoax Grv_| |
3. Click “Insert Caption” in Captions Group. L;beh e B
4. Type "~ New York City". Position: | Below selected item
5. Click “OK".

] Exclude label from caption

Caption appears under picture (figure). Insert a caption

for each picture you inserted. Remember to select the
picture first and then follow steps 2-5 above.

[ AutoCaption... ] [ oK H Cancel l

Caption dialog box
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Table of Contents
Having added headers and page numbers to your document will facilitate a Table of Contents.

© Nk wN =

Place cursor next to “Top Five Biggest U.S.”
Click Insert Tab.

Click “Blank Page” in Pages Group.

Place cursor at the top of the new blank page.
Click References Tab.

Click Table of Contents.

Click Automatic Table 1.

Choose the first one, Automatic Table 1

Note “Heading 1, Heading 2...” in the Table preview. Because you added headings to your document
at the beginning of class, these will automatically be added to the Table of Contents.

Once the Table of Contents is inserted, you can update it automatically as you add new content to the
document.

To update a Table of Contents

HwnN =

Click the table to activate it.

Click Update Table.

Click “Update Entire Table” button.
Click OK.

: [F) - [l Update Table...|

Update Table of Contents Y

Contents ? R S

New York, New YOrK ............. Word is updating the table of contents. Select one of the following | '
options:

Los Angeles, California.......... ~ L e 2

\__) Update page numbers only

Chicago, Ilin0is ......cccvveernnens ‘@‘EUpdate entiretablel = ||== 2

Houston, Texas .....coorvurrvwsnnndf e 2

Philadelphia, Pennsylvania... OK I ‘ Cancel ’ ..... 2

e = L 3
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Other Useful Commands

Margins and Orientation

In the Page Layout Tab, you can change the Margins and Orientation of the document. Margins are
set to “Normal” automatically—this means there is 1” on the top, bottom, left and right. You may find
it useful to change the margins from time to time. Orientation is the layout of the document and is
automatically set to “Portrait”, but you can change it to “Landscape” if that suits you.

To change the Margins:

1. Click the Page Layout Tab.
2. Click Margins.
3. Click “Narrow” (observe how it changes your document).
a. Margins set to .5” on the top, bottom, left, and right.

To change the Orientation:

1. Click Orientation.
2. Click Landscape.

These commands are helpful when you need more space for your content. The changes you made to
the practice document are not optimal for the presentation of the content, so click Undo two times to
return the document to Portrait orientation and Normal margins. If you decide to make changes like
these in another document, you may have to adjust pictures, captions and update Table of Contents.

Spelling & Grammar Check

The Spelling and Grammar Check command is good to use throughout your work on your document,
but especially as you near completion of your document.

To use Spelling & Grammar Check:

1. Click Review Tab. Spelling v X
2. Click Spelling & Grammar in the Proofing Group. e
A work area appears on the right side of the screen. Here, R | 'gnore Al | | Add
you choose how to handle the errors found. For spelling R
errors, choose to Ignore, Ignore All (instances of the fused
error) or Add the word to the program'’s list of correctly Milsed
spelled words. For grammar errors, a suggested change ’;T::dd
is offered. You may Ignore or Change. Keep in mind
Spelling & Grammar is not perfect; human proofreading Lhange | | Change All
still recommended. used 0
TIP: You can also launch Spelling & Grammar Check SR il
via the Quick Access Toolbar, Review tab, right click zi:;iiz
on the error (left click to choose suggestion from the To see definitions:
menu) or the F7 key. Sign in Using Your Microsoft Account

Spelling & Grammar work area
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Print Preview
You have made many changes to the Top Five Biggest U.S. Cities document. Before printing, check
how your pages are laid out for the printer.

To view a print preview:

1. Click the File Button (Tab).
2. Click Print in left column.

The print preview area is to the right of the various print options menu. You may zoom in and out of
the print preview in the lower right corner. When you have confirmed the preview, click Print button.

Top Five Biggest Cities [Compatibility Mode] - Word ? - & X

Signin

Print

Save Print

Save As . D=
Printer

Top Five Biggest
; Xerox Phaser 8860MFP (VLS... U.S Cities
D Ready

Print

Share
Printer Properties
Export

Settings

rﬁ_ Print All Pages
The whole thing

Close

Account

Print One Sided
Only print on one side of th...

m| € |

Options

Add-Ins - = Collated

@
[l
4

123 123 123

Portrait Orientation -

Letter o~ 1 |ofa » Izo%— t +Ii]

Print options include Print Button, Print Preview area and zoom slider

1)

One-on-One Help, Classes, and Online Courses

KCLS recommends free One-on-One computer help and computer classes as you continue to learn
about Word 2016 and computers. Stop by your local library or go to kcls.org/techtutor to find
upcoming sessions near you. You may also call Ask KCLS at 1-800-462-9600.

Online courses are also an excellent way to continue your learning.

Try it! On an Internet enabled computer, try these online courses:
*=  “Word 2016 Basics” from GCFLearnFree. Go to: http://1.kcls.org/2DFtfVm
= “Learning Word 2016” from Lynda.com. Go to: http://1.kcls.org/2DKAaMr

TIP: Want to earn a Microsoft Certification? Go to kcls.org/certify for more information. Certification is
a great way to prove your skill to teachers and employers. You're already on track with this class, so
make it your learning goal!

—END—
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