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Learning Objectives 

After completing the instructions in this booklet, you will be able to:

	Identify the components of the Word 2016 interface.
	Use the Tell Me feature to enter words and phrases related to what you want to do next to quickly access features or actions.
	Create a new document.
	Set document margins.
	Set paragraph alignment, indentation, and spacing.
	Set tabs.
	Add headers and footers to a document.
	Apply a theme to a document.
	Format text.
	Check the document for spelling and grammar.







Course, tutorial Summary Introduction to Word 2016


Course material to download for free on Introduction to Word 2016 category Word.


This course is intended for a strictly personal use, the file is of format pdf level
Beginner
, the size of this file is 1.85 MB.



The site also offers courses in Microsoft Word 2007, 2010, 2013, 2016, libreOffice Writer and many other tutorials.
You have to come and see our Word. You will find your happiness without problem!










Download the file





List of courses


Word 2016 - Accessibility 


Download free Microsoft Office Word 2016 - Accessibility, course tutorial, training, a PDF file by Kennesaw State University. - type of file pdf and size 1.04 MB, tutorial for level
Beginner
.







Word 2016 - Working with Graphics 


Download free Microsoft Word 2016 - Working with Graphics, course tutorial training, PDF file made by Kennesaw State University. - type of file pdf and size 969.87 KB, tutorial for level
Beginner
.







Word 2016 - Reviewing your Document  


Download free Microsoft Word 2016 - Reviewing your Document course, tutorial training, PDF file made by Kennesaw State University. - type of file pdf and size 680.63 KB, tutorial for level
Beginner
.







Word 2016 - Formatting your Document 


Download free Microsoft Word 2016 - Formatting your Document, course tutorial, a PDF file by Kennesaw State University. - type of file pdf and size 1.14 MB, tutorial for level
Beginner
.







Word 2016 - Tools for your Research Paper 


Download free Microsoft Word 2016 - Tools for your Research Paper, course tutorial, PDF file by Kennesaw State University. - type of file pdf and size 956.5 KB, tutorial for level
Beginner
.







Word 2016 - Mail Merge and Creating Forms 


Download free Microsoft Word 2016 - Mail Merge and Creating Forms, course tutorial training, a PDF file by Kennesaw State University. - type of file pdf and size 1.42 MB, tutorial for level
Beginner
.
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