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Do you need a quick reference for MS Word 2016? The four-panel Word 2016
Reference & Cheat Sheet contains tips, shortcuts, and an annotated list of the
most frequently accessed Word 2016 features. In addition to covering Word 2016
for Windows and Macs, the reference also covers Word Online, Microsoft s
free Web-based word processor. Almost all of the instructions and examples also
apply to Word 2013 as well. Topics include:

What the various ribbons in Word 2016 do●

Annotated list of the Word 2016 Home ribbon buttons●

Inserting headers, footers, charts, page numbers, and more●

Creating and saving documents●

Working with MS Word Styles and Themes●

How to import and export .rtf, .txt, .doc or other formats●

How to add a footnote, endnote, index, and table of contents to a Word 2016●

document
How to adjust margins or orientation for printing●

Finding and replacing text●

Keyboard shortcuts for both Windows and Mac users●

The Word 2016 Reference and Cheat Sheet does not cover advanced features of
Word 2016, the Microsoft Word mobile apps for tablets and phones, or other
Microsoft Office 2016/Office 365 applications. The four-panel reference is
printed on 8.5 by 11 inch high-quality card stock, perfect for desks, walls, and
shelves. It has holes for three-ring binders. The Word 2016 Reference and Cheat
Sheet was created by the publisher of the top-selling guides Excel Basics In 30
Minutes, Google Drive & Docs In 30 Minutes, and Dropbox In 30 Minutes.
Publisher i30 Media offers separate cheat sheets including the Excel 2016
Reference and Cheat Sheet (ISBN 9781939924469), the Google Drive Reference
and Cheat Sheet (ISBN 9781939924438) and the Google Docs Reference and
Cheat Sheet (ISBN 9781939924445). The Word 2016 Reference and Cheat Sheet
is an independent publication and is not affiliated with, nor has it been
authorized, sponsored, or otherwise approved by Microsoft Corporation.
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Word mobile apps for tablets and phones, or other Microsoft Office 2016/Office 365 applications. The four-
panel reference is printed on 8.5 by 11 inch high-quality card stock, perfect for desks, walls, and shelves. It
has holes for three-ring binders. The Word 2016 Reference and Cheat Sheet was created by the publisher of
the top-selling guides Excel Basics In 30 Minutes, Google Drive & Docs In 30 Minutes, and Dropbox In 30
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Editorial Review

About the Author
i30 Media is a publisher of premium how-to guides and quick reference cheat sheets covering technology,
business, health, and other topics. Authors include award-winning journalists and top experts. Visit
in30minutes.com for more information.

Users Review

From reader reviews:

Christina Epp:

The feeling that you get from Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet reference
for Microsoft Word 2016 and Microsoft Word Online may be the more deep you searching the information
that hide inside the words the more you get interested in reading it. It does not mean that this book is hard to
comprehend but Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet reference for Microsoft
Word 2016 and Microsoft Word Online giving you enjoyment feeling of reading. The copy writer conveys
their point in selected way that can be understood by anyone who read the idea because the author of this
guide is well-known enough. This specific book also makes your own personal vocabulary increase well. It
is therefore easy to understand then can go along, both in printed or e-book style are available. We advise
you for having that Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet reference for
Microsoft Word 2016 and Microsoft Word Online instantly.

Sylvia Silva:

Typically the book Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet reference for
Microsoft Word 2016 and Microsoft Word Online will bring one to the new experience of reading the book.
The author style to elucidate the idea is very unique. In the event you try to find new book to study, this book
very appropriate to you. The book Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet
reference for Microsoft Word 2016 and Microsoft Word Online is much recommended to you you just read.
You can also get the e-book through the official web site, so you can quickly to read the book.

Betty Williams:

Reading a reserve tends to be new life style on this era globalization. With reading through you can get a lot
of information that will give you benefit in your life. Using book everyone in this world can easily share
their idea. Ebooks can also inspire a lot of people. A great deal of author can inspire their particular reader
with their story or maybe their experience. Not only the story that share in the books. But also they write
about the ability about something that you need instance. How to get the good score toefl, or how to teach
your young ones, there are many kinds of book that exist now. The authors on earth always try to improve
their ability in writing, they also doing some exploration before they write to their book. One of them is this
Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet reference for Microsoft Word 2016 and



Microsoft Word Online.

Robert Wolfe:

The book Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet reference for Microsoft Word
2016 and Microsoft Word Online has a lot of knowledge on it. So when you check out this book you can get
a lot of help. The book was compiled by the very famous author. The writer makes some research just before
write this book. That book very easy to read you can find the point easily after looking over this book.

Download and Read Online Word 2016 Reference and Cheat Sheet:
The unofficial cheat sheet reference for Microsoft Word 2016 and
Microsoft Word Online By i30 Media #1F6E984IWMG



Read Word 2016 Reference and Cheat Sheet: The unofficial cheat
sheet reference for Microsoft Word 2016 and Microsoft Word
Online By i30 Media for online ebook

Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet reference for Microsoft Word 2016 and
Microsoft Word Online By i30 Media Free PDF d0wnl0ad, audio books, books to read, good books to read,
cheap books, good books, online books, books online, book reviews epub, read books online, books to read
online, online library, greatbooks to read, PDF best books to read, top books to read Word 2016 Reference
and Cheat Sheet: The unofficial cheat sheet reference for Microsoft Word 2016 and Microsoft Word Online
By i30 Media books to read online.

Online Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet reference for
Microsoft Word 2016 and Microsoft Word Online By i30 Media ebook PDF download

Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet reference for Microsoft Word 2016
and Microsoft Word Online By i30 Media Doc

Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet reference for Microsoft Word 2016 and Microsoft Word
Online By i30 Media Mobipocket

Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet reference for Microsoft Word 2016 and Microsoft Word
Online By i30 Media EPub


