
Word 2016 Basics 

 

What is Microsoft Word? 

 Microsoft word is a word processor. A word processor is a program that provides 

input, editing, formatting, and output of text. In word, you can also add graphs, 

tables, and images. 

 Word is a great tool for writing documentation, essays, research papers, 

resumes, cover letters, and etc.  

Where do I get Microsoft Word? 

 Word can be purchased separately or packaged with other Microsoft Programs, 

which includes Excel, PowerPoint, OneDrive, Outlook, Publisher, and Access. 

The Microsoft Office Suite also has a subscription service where you use their 

products for a monthly fee. 

 If you purchased a PC, you must likely have Office already installed or packaged 

along with your computer. 

Word Vocabulary 

 Document window – A rectangular portion of the screen in which you view and 

edit a document. 

 Table – One or more rows of cells commonly used to display numbers and other 

items for quick reference and analysis. 

 Header – the top margin of each page 

 Footer – the bottom margin of each page 

 Border – a straight vertical or horizontal line between columns in a section, next 

to or around paragraphs and graphics, or in a table 

 Bullet – a small graphic, usually a round or square dot, often used to identify 

items in a list. 

 Cell – basic unit of a table, separated by gridlines 

 Clipboard – A temporary storage area for cut or copied text or graphics 

 Font – a name given to a collection of characters (letters, numerals, symbols, 

and punctuation marks) with a specific design. 

 Format – the way text appears on a page 

 Line Spacing – the height of a line of text, including extra spacing. 

 



Opening and Running Microsoft Word 

 To open Word, simply double click on the desktop icon. You can also find it in 

your start menu or search for it using the Windows 10 search bar. Word uses the 

Office Ribbon, which is a collection of menus and buttons that control different 

aspects of the program. 

Templates 

 When running Word, the first option that appears is a series of templates. 

 Templates are preformatted documents that can be editing 

o For instance, Word has Resume templates. You can simply add in your 

own information to fill out the template. 

 The first option offered is a blank document. A blank document has no prior 

formatting.  

The Blank Document 

 Click on the blank document option, Word will then bring up an empty document 

with no formatting. 

 Now you could start typing in the document, but you should always consider what 

type of document you are trying to create. For instance: a letter, resume, cover 

letter, or even just writing notes for a class. 

 

The Word Document 

 
 



 After clicking on the blank document option, this is the screen that will 
come up 

 You could start typing now, as you do you will see the letters displayed 
behind the cursor as it moves towards the right 

o You can erase the letters with the backspace key. It deletes each 
character one by one as you tap it or you can hold it and delete 
every letter until you let go or reach the first position of the 
document.  

 

Word Ribbon 

 
 

 The word ribbon is a set of buttons and options, separated into sections and 
placed under separate tabs. 

 The tabs are listed above the ribbon. The tabs are listed as – Home, Insert, 
Design, Layout, References, Mailings, Review, View.  

 Each tab title gives you an idea of what would be on their office ribbons 

 Some examples are the Home tab having the most used options, the Insert tab 
having options to insert pictures, and the Design tab having options to change 
the Document’s design. 

 
 

Quick Access Menu 

 
 

 Save – Saves the document 
o If not already saved to a location on the computer, this will automatically 

open the Save-as menu. 

 Undo (the arrow curved towards the left) – This button undoes your recent 
actions. 

o You can also use CTRL + Z to undo a recent action. 

 Redo (the circular arrow) – This button redoes a recent action that you just 
undone.  

o You can also use CTRL + Y to undo a repeat an action that was 
undone. 



 Customize Quick Access Toolbar (Downward arrow) – Opens up a menu that 
gives a set of buttons that can be added to the quick access menu or removed. 

 

Exercise 1 – Typing 

 Make sure you have a blinking cursor at the top of the document and then type 

this passage: 

 

“Only a small part is played in great deeds by any hero.” 
 
J. R. R. Tolkien : Lord of the Rings: The Fellowship of the Ring (1954) 

 

 

 First: Italicize the text 

o Highlight the passage and make sure you have the home tab selected. In 

the font selection click on the slanted I icon. This will italicize the text, as 

you can then see it slants the text. 

 

 Underline the title of the story 

o Highlight the title “Lord of the Rings: The Fellowship of the Ring.” You 

should still have the Home tab selected, now in the font section to the right 

of the slanted I, there will be an underlined U, and click on it. 

 

 Bold the Author’s name 

o Highlight “J. R. R. Tolkien” and select the bold B icon next to the slanted I 

in the font section.  

 

 Increase the font size to 14 

o Highlight everything that you typed. In the font section, there should a 

white box with a number in it. Click on this button and then click on the 

number 14 option in the drop down menu. 

 

 Adjust the line spacing to 2.0 (double space) 

o To the right of the font section is the paragraph section. In this section, 

click on the icon with an up and down arrow with several lines to the right, 

this is the line spacing button. When you click it, it will drop down a list of 

decimal numbers. Click on the 2.0 option. 

 

 Spellcheck your work 



o Click on the Review tab, and then in the Proofing section, click on the 

spelling and grammar button.  

 

 Insert a picture 

o Click on the Insert Tab and select Online Pictures. This will then bring up a 

window with a Bing search option. In the search option just put in the 

keyword “Fish”. Then choose any picture of a fish that you like. 

 

 Add a numbered list of your favorite authors 

o Click back to the Home Tab, and in the paragraph section click on the icon 

with the numbers 1-3 and 3 lines right next to each number. This is the 

numbered list icon. Click on it to start a list. Now enter the first of your 

favorite authors, then hit enter to add another line to the list. 

 

 Save the file 

o To save the file, click on the File Tab, then on the left hand menu, click on 

the save as option. This will bring up the save as menu. In this menu click 

on Browse, this will bring up the Documents folder. On the left hand side 

are the common folders on your computer. For instance: the desktop, 

downloads, and documents folders. Choose where you would like to save 

the file, give it a name, then click save. 

o Once you save the file to the folder, you no longer need to click on the 

save as option and can now simply click the floppy disk icon on the top left 

of Microsoft Word. 

 

Second Exercise – The Table 

 Creating a Table 

o To do so, click on the Insert Tab. To the left should be a tables 

sections, click on the table button. This will bring up a small menu 

with 10 by 8 rows and columns of tiny boxes, this is how you 

specify how many rows and columns that you need. Now select a 4 

by 3 table. 

o A cell is an intersection between a column and row. You can type 

within a cell. 

o When the table is created, Word will automatically create Table 

Tools menu option with two sub-options, design and layout. 

o The design option lets you change the table’s overall appearance. 

o The layout option lets you change the layout of the table. 

 For instance, you can split the table into two separate tables. 

 Merge highlighted cells together 

 Add rows and/or columns 



 Delete cells in rows, columns, or even just a single cell and 

move the rest over. 

Third Exercise – Resume Template 

 Click on the File Tab and in the menu that appears, click on new 

o You will be given a list of templates and a blank document option. 

o In the search bar, type resume and look for the Modern 

Chronological Resume template and click on it. 

o Replace the text with your own information 

 The formatting is already done for you. 

 Where it says “First Name”, highlight the text and type your 

first name 

 Do the same for everything the template asks you for 

 

 Once you filled out all the information you can now print it 

o To print, click on the File tab and hit print. This will bring up the print 

menu. On the print menu you should see your printer, if there is no 

printer then it means there’s either a problem with the connection 

between the printer and your computer or the printer has not been 

set up yet 

o On the right side of the menu is the print preview. The print preview 

shows you how the document will print out.  

o If everything looks good, then hit the print icon at the top of print 

menu page.  

 

 The only problem with a template is that if you need to add more 

information to it, than what the template provided, it’s difficult to add onto 

it. For instance, if you wanted to list your entire employment history. You 

are only allowed two spots for this template. 

 

 

Thank you for attending! 


