
﻿  iii

Table of Contents

W O R D  2 0 1 6  C H A P T E R  1 :
C R E AT I N G  A N D  E D I T I N G  B U S I N E S S 
D O C U M E N T S

Elements of a Professional Business Letter	 2
Navigating in a Document	 3

Navigating with the Scroll Bar	 3
Keyboard Navigation Tips	 4

Entering Text	 5
Showing and Hiding Formatting Marks	 5
Spacing in Letters	 6
Aligning Text Horizontally and Vertically	 8

Selecting Text	 10
Using Numbered and Bulleted Lists	 12
Editing Text	 13
Creating an Envelope	 15
Working with Views	 16
Saving Your Work in a Different Format	 17

Document Files	 17
PDF Files	 17
Saving a Document for ATS Analysis	 18

Working with Print and Print Preview	 19
Self-Assessment	 20

W O R D  2 0 1 6  C H A P T E R  2 :
C R E AT I N G  A  R É S U M É  I N  A  TA B L E

Introducing Tables	 22
Navigating and Selecting Data in a Table	 22

Modifying a Table	 24
Inserting Rows and Columns	 24
Merging/Splitting Cells and Aligning Data	 24
Sizing Columns and Rows	 27

Formatting with Borders, Shading,  
and Styles	 30

Sorting Data in a Table	 31
Using Templates	 32

Saving Personal Templates	 33
Self-Assessment	 35

W O R D  2 0 1 6  C H A P T E R  3 :
C R E AT I N G  A  P R O M O T I O N A L  B R O C H U R E

Working with Shapes	 38
Adding Text and Formatting Shapes	 41

Using WordArt and Inserting Pictures	 42
Aligning Objects	 42

Using Text Boxes and Page Setup Options	 44
Page Setup Options	 44

Working with SmartArt	 45
Inserting SmartArt Text and Modifying an Image	 45
Changing a SmartArt Style	 47

Formatting the Page Background	 49
Adding Page Colors and Page Borders	 49

Self-Assessment	 51

W O R D  2 0 1 6  C H A P T E R  4 :
C R E AT I N G  R E P O R T S

Creating a Business Report	 54
Setting Margins	 54
Indenting Text	 54

Setting Custom Tab Stops	 55
Using the Ruler to Set Custom Tabs	 56
Using the Tabs Dialog Box to Set Custom Tabs	 56

Formatting Text with Styles	 58
Types of Styles	 58
Collapsing Heading Topics	 59

Inserting Headers/Footers and Comments	 60
Customizing AutoCorrect	 61

Arranging Text in Multiple Columns	 63
Column Breaks and Section Breaks	 63

Self-Assessment	 66

Self-Assessment Answer Key	 67 
Index	 69

WD16-L1-TOC.indd   3 12/15/2016   12:25:59 PM


