
Table of Contents

Preface iv

Word 2016 Chapter 9: 
Collaborating in Word

The Highlighter 218
Tracking Changes to a Document 219

Setting the Username and Initials 219
Setting Reviewer Ink Colors 220
Adding Comments to a Track Changes Document 220

Reviewing Tracked Changes 222
Displaying Tracked Changes 222

Saving and Sending Files 223
Reviewing Changes from Multiple Reviewers 224

Displaying Specific Markups and Reviewers 225
Comparing Documents 227

Reinforce Your Skills 229
Apply Your Skills 234
Extend Your Skills 238

Word 2016 Chapter 10: 
Sharing and Securing Content

Preparing Documents for Sharing 240
Compatibility Issues 240
To Convert or Not to Convert? 241
Preparing Backward-Compatible Documents 243
The Accessibility Checker 244
Document Properties and the Document Inspector 245

Controlling Document Access 246
Restrict Editing 246
Allow Changes to Part of a Document 248
Restrict Formatting 249
Passwords and Encryption 250
Marking a Document as Final 251

Attaching Digital Signatures 252
Digital Certificates 253
Digital Signatures 254

Reinforce Your Skills 257
Apply Your Skills 263
Extend Your Skills 267

Word 2016 Chapter 11: 
Personalizing Word

Setting Word Options 270
Customizing AutoCorrect 270
Changing the AutoRecover Interval and Default File 

Location 271
Modifying the Recent Document List 273

Document Properties 275
Creating a Custom Property 277

Automating Tasks with Macros 278
Assign Macros to a Toolbar or a Keyboard Shortcut 278
Store Macros 279
Recording Limitations 279

Editing Macros with the VBA Editor 281
Running Macros from the Quick Access Toolbar 282
Macro Security 283
Deleting Macros 284

Reinforce Your Skills 285
Apply Your Skills 291
Extend Your Skills 295

Word 2016 Chapter 12: 
Integrating Word with Excel, PowerPoint, 
and the Web

Embedding and Linking Excel Objects 298
Link or Embed Data 298
Link Objects 300

Using Excel as a Mail Merge Data Source 304
Integrating Word with PowerPoint  306

Using Word Outline View 306
Adding a PowerPoint Presentation to a Word  

Document 308
Opening, Editing, and Saving a PDF File 308
Creating Web Pages from Word Documents 309

Format Web Pages 309
Add Alternative Text 310
Edit Web Pages in Word 311

Reinforce Your Skills 313
Apply Your Skills 319
Extend Your Skills 323

Glossary 325
Index 329

Alex Mummery
Typewritten Text
Microsoft Word 2016: Level 3




