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How to Use This Book

Who This Book Is For €© Icons and Buttons

This book is for the reader who has never used this Icons and buttons show you exactly what you need to
particular technology or software application. It is click to perform a step.
also for readers who want to expand their knowledge. e Tips

The Conventions in This Book Tips offer additional information, including warnings
and shortcuts.

@ Steps

This book uses a step-by-step format to guide you e Bold
easily through each task. Numbered steps are actions
you must do; bulleted steps clarify a point, step, or
optional feature; and indented steps give you the G Italics

result. Italic type introduces and defines a new term.

© Notes

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross reference
to a related area of the book.

Bold type shows command names, options, and text
or numbers you must type.

CHAPTER

Start a New Document Managing Documents

ach time you open Word, the Word Start screen offers you a variety of choices to begin a new A preview of the template

document. But you do not need to close and reopen Word to start a new document. This section appears.
demonstrates how to start a new document while you are already working in Word. o Click Create.
You can use a variety of templates- s containing predefined settings that save you the &Note: If you change your mind
effort of creating the settings yourself e foundation for your documents. Word 2016 displays about the template v in
a variety of templates on the Word Start screen and also when you choose to start a new document Step 3, click - ight

corner of the preview,

while working in Word. redisplays Backstage view, showing

Start a New Document the choices when you click New.

@ With a document already open ] e — s
& in Word, click the File tab. L -

@ The new document based on the
Dancers or & SaLAmED
EMREATCRALY template you chose appears.

You can edit this document any
way you choose.

Backstage view apagars. -
@ click New.# New
(@ Templates appear Nefe. -9
© You can search for templates o '
online at https://templates. =
office.com/en-US. - ! d 0
I = B
© Click a template. iﬂ "

Note: This example uses Business When I save the document, am I overwriting the settings in the template?
trip checklist. 5 No. The document contains the settings found in the template, but saving the document has no effect on 0

the template. The next time you choose to use that template, it will contain its original information. Think
-0 of it this way: A blank document is based on the Normal template, which contains no text, but it contains
other settings such as fonts, font sizes, line spacing settings, and margins.
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CHAPTER 1

Getting Familiar
with Word

Are you ready to get started in Word? In this chapter, you become
familiar with the Word working environment, including the Word Start
screen and Backstage view, and you learn basic ways to navigate and to
enter text using both the keyboard and the mouse. You also learn some
basics for using Word on a tablet PC.
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Open Word

ffice 2016 runs on a 1 gigahertz (GHz) or faster x86- or x64-bit processor with 1 or 2 gigabytes
(GB) of RAM, based on your processor speed, and your system must be running Windows 7,
Windows 8, Windows 10, Windows Server 2008 R2, or Windows Server 2012.

This section demonstrates how to open Word from Windows 10. After Word opens, the Word Start
screen appears, helping you to find a document on which you recently worked or starting a new
document. For other ways to open or start a new document, see Chapter 2.

‘ Open Word

0 Click in the search box.

@ The Search menu appears.

Note: The Search menu displays
popular news items from Bing,
Microsoft's search engine. You can use
the buttons on the left side of the
Search menu to, for example, establish
search settings for Cortana, the
Windows Search assistant.

Wiped out by ref Wife files for divarce

See more news on Bing.com




e Start typing the name of the
program; for this example, type word.

© A list of choices appears that match
the letters you typed.

e Click the choice matching the
program you want to open.
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El Word 2016
Desktop app
Apps
WordPad
Folders
I Word Stuff
Settings

4% Choose if Narrator reads typed words

#3 Highlight misspelled words
& Autocorrect misspelled words
Store

® wordament

El word Mobile

Documents

= excel table in Word.docx

1= 2016-Dog Agility Classes-Word Art-
final.doox

The program opens and displays its
Start screen, which helps you open new
or existing documents; see Chapter 2
for other ways to open documents.

= 2016-Dog Agility Classes-Word Art.docx

SR My stuff

word £

Word

Recent

£ web

@ You can use this panel to open an
existing document.

Suggested searches

T - 5 X
Sign in to get the most out of O
Lean
Prirt  Design Sets

() You can click a thumbnail in this area
to start a new document.

( This area indicates whether you have
signed in to your Office 365
subscription, which enables you to
work on your documents from
anywhere.

Note: See Chapter 13 for details about
signing in to Office 365.

Blank document Welcome to Word

Businesstrip checklist Single spaced (blank)

( To exit from the program, you can
click the Close button ().

& Open Other Documents

Title a Title

Heading

Can I create a shortcut to open an Office application?

You can, but pinning the program to the Windows taskbar or Start menu is easier.
Follow Steps 1 and 2 in this section. Then, right-click the program name in the e

list. From the menu that appears, click Pin to taskbar or Pin to Start. Windows - Wordred
10 pins the program to the Windows taskbar or the Start menu. To open the
program, click the program’s button on the taskbar or Start menu. Programs
pinned to the Start menu appear on the right side of the menu as tiles.

Word 2016

Deskiop2pp | Ryn as administrator

Open file location

Pin to Start
Folders

Word Stuff Pin to taskbar

Settings Uninstall
#: Choose if N —




Explore the Word Window

(L Office programs share a common appearance and many features, and Word is no different.
These features include a Ribbon and a Quick Access Toolbar (QAT). The Ribbon contains most
commands available in Word, and the QAT contains frequently used commands.

O Quick Access
Toolbar (QAT)
Contains buttons that
perform common actions.
To customize the QAT, see
Chapter 11.

O Ribbon

Contains buttons
organized in tabs, groups,
and commands.

O Dialog Box
Launcher

O

Appears in the lower right
corner of many groups on

P

ciipboard &

the Ribbon. Clicking this
button (I«) opens a

dialog box or task pane
that provides more options.

© Document Area

The area where you type. The
flashing vertical bar, called the
insertion point, represents the
location where text will appear
when you type.

@ Status Bar

Displays document information and
the location of the insertion point.
From left to right, this bar contains
the number of the page on which
the insertion point currently
appears, the total number of pages
and words in the document, and
the Proofing Errors button (NE]).
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WASHINGTON'S INAUGURAL ADDRESS OF 1789

April 30, 1789

Fellow Citizers of the Senate and the House of Representatives:

@ View Shortcuts

Contains buttons to switch to a
different view of your document.

O Zoom Controls

Changes the magnification of a
document.

O Office 365 Indicator

If your name appears, you are
signed in to your Office 365
subscription. You can click # to
display a menu that enables you
to manage your Microsoft account
settings. If you are not signed in,
this area shows a Sign In link.
See Chapter 13 for details about
signing in to Office 365.
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Among the vicissitudes incident tolife, no event could have filled me with greater anxieties than
that of which the netification was transmitted by your order, and received on the fourteenth day
of the present month. On the one hand, T was summeoned by my Country, whose voice I can
never hear but with veneration and lowe, from aretreat which I had chosen with the fondest
predilection, and, in my flattering hopes, with an immutable decision, as the asylum of my
declining years: a retreat which was rendered every day more necessary as well as more dearto
me, by the addition of habit toinclination, and of frequent intermiptions in my health to the
gradual waste committed on it by time. On the other hand, the magnitude and difficulty of the
trust to which the voice of my Country called me, being sufficient to awaken in the wisest and
most expenenced of her citizens, a distmstful serutiny into his qualifications, could not but
overwhelm with dispondence, one, who, inhenting mferior endowments from nature and
unpractised in the duties of civil administration, cught to be peculiarly conscious of his own
deficiencies. In this conflict of emotions, all I dare aver, is, that it has been my faithful study to
collect my duty from a just appreciation of eve ry circumstance, by which it might be affected.
AIT dare hope, is, that, if in executing this task T have been too much swayed by a gratef
remembrance of former instances, or by an affectionate sensibility to this transcendent pr
the confidence of my Fellov-citizens; and have thence tos little consulted my incapacity asWiell
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© Program Window Controls

These buttons enable you to
control the appearance of the
program window. You can
minimize the Ribbon, and you can
minimize, maximize, restore, or
close the program window.

© Title Bar

Shows the document and program
titles.
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Work with Backstage View 1

You can click the File tab to display Backstage view. Backstage is the place to go when you need
to manage documents or change program behavior. In Backstage view, you find a list of actions
that you can use to open, save, print, remove sensitive information, and distribute documents as
well as set Word program behavior options. You can also use Backstage to manage the places on your
computer hard drive, in your network, or in your OneDrive space that you use to store documents.

Work with Backstage View
@ Click the File tab to display O ST e

Backstage view. ) s [ K K e

faste e B I U-axx.x A-¥-A-
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q £ Find
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@ Commonly used file and program
management commands appear
here.

() Buttons representing places you
commonly use to open

documents appear here. o Ve (11 .
© Information related to the Open ?
button you click appears here. © oy B
Each time you click a button ) 2015Dangersof 3 Salaned SusCAt. s oy
in the Open column, the @ o @) isOmsmctasames s s
information shown to the right L e - Bl tedictishtis i L
changes. F acarince Yesterday
Browse O e ort o SIS T P
Note: The New, Close, and Options ) Busines Pl fora St BUSness ok ez
commands behave differently; when 6 G S B
you click any of them, Word takes e e it et Topv
the action you chose. For example, e O D ot UM
[ S /20t 31 P

clicking Close closes the current
document.

© Click the Back button (@) to
redisplay the open document.
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Change the Color Scheme

You can use Office themes and background patterns to change the appearance of the program
screen. Themes control the color scheme the program uses, and background patterns can add
interest to the screen while you work. Color schemes can improve your ability to clearly see the
screen, but be aware that background patterns might be distracting.

Office themes are available even if you are not signed in to Office 365, but to use background
patterns, you must sign in to Office 365. For details on how to sign in and out of Office 365, see

Chapter 13.

Change the Color Scheme

Note: Make sure you are signed in to

Office 365. See Chapter 13 for details.
o Click File to open Backstage view.

© Click Account.
e Click the Office Theme .
e Click an Office theme.

Document] - Werd (Trisl)

Mallings  Redew View

B ©- 4 =
Fome | I Design  Layout  Refersnces
2

0 % Calibri (Bodyy ~[11 -/ & a7 A~ %
2

P e BT U-mxox A-W-A- = T ho
< ipbosra & Fant Faragraph
i 2 L z 3 +
£

= -
Q Tl me whatyou warntto do sign

ST | asboene] assboebe AgBbCc AaBbCel ,‘:m }

g “| #5cReplace

| o Spac Heading 1 Hesding 2 7|y guect.

s & ating

s 3 7

2 X%
in

>

Document] - Word (Trial)

Account

User Infermation

Elzine Marmel
gail.cam
Change photo
Aboutme

Mo Background -

swestinger21)Bgmal.com

Add aseniice ~

Sign cut %
Switch Becount
Convert to
. Full
Office Background:

Office Theme:
[ White -
)
4 Updste
White Options*

Product Information

] Office

Trial Product
Microsoit Office Protessional 2016
This product containg

The trial will expire in 117 days. You can purch

computer,
Office Updates

Updates are sutomatically downloadsd and installed

ersion; 16:0422,101

About Word

Learn mare sbout Word, Support, Produet I0, ard Copyright
inforrmiation

i rchase
B the Full wersion of this produdt of remave it frorm this




CHAPTER

Getting Familiar with Word 1

The colors of your program change.

Note: Some theme changes are more Account
subtle than others. '

© click the Office Background .

Point the mouse ([}) at a choice in
the menu to highlight that choice.

User Information

@ A background pattern appears at the
top of the window. The pattern
remains as you work on documents.

Click the pattern you want to use or
click No Background.

e Click the Back button (]) to return
to your document.

The Office theme and background
you selected appear.

(@ The background appears in the title
bar and the tabs of the Ribbon.

TIP

What happens if I select an Office background and then sign out of Office 365?

The background no longer appears in the program, but will reappear when you next sign in to Office 365.
Similarly, theme changes you make while signed in to Office 365 might disappear when you sign out of
Office 365. With themes, however, you do not need to be signed in to Office 365 to make a selection. Just
complete Steps 1 to 4.




Find a Ribbon Command

hen you need to take an action that you do not take on a regular basis, you can use Word
2016's new feature, the Tell Me What You Want To Do feature. The Tell Me What You Want To Do
search feature helps you find commands on the Ribbon.

You can still use the Ribbon directly, as described in the next section, “Select Commands.” The Tell
Me What You Want To Do search feature is most useful when you are not sure where on the Ribbon to
find the command you need.

Command

o Open da document. H S0 - George Washington's First Insugural Address docx - Word (Triah -
Home  Insett  Design  Lsyout  References  Mailngs  Review  View QT&IImzmtynuwinltndu.Q Sgnin

P Find -

Note: See Chapter 2 for details on [ o &u"ﬁ . om0 saeboo A3E0C AaBb |
. e e BT U AT A TNomeal TNoSpac.. Heading1 | Heading 2 ' Select~
opening documents. - . . - g |

o Click here.

WASHINGTON'S INAUGURAL ADDRESS OF 1789

pril 30, 1769
Fellow Citizens of the Senste and the House of Representatives.

Among the vidissitudes incident to 1ife, no event could have filled me with grester anmieties than
that of which the aatification Was transmitied by your order, and received on the fourteenth day
of the precent month On the one hand, 1 was sumoned by my Country, whose voice [can
newer hear bul with veneration and love, froma retreay which I had chosen with the fondest
predilection, and, o my faltering hopes, with an immutable decision, & the asylum of tay
declining years: a relreal which was rendered every day more necessary as well as more dear to
1o, by the addition of habit 1o inclination, and of frequent interrugtions in my health 10 the
eradual wasic committed on it by lime. On the ofher band, the magnitude and di ficulty of the
trust t which the voice of my Country called me, being sufficient to awsken in the wisest and
mest caperienced of her citizens,  distrastful scrdiny into his qualifications, covld not but
overwhelm viih dispondence, one, who, inheniting inferior endovanents from pature and
unpractised inthe duties of civil admini fration, cught to be peculiarly consclons of his com
deficiencies Inthis conflict of emotions, all | dare aver, is, that it has been my fithful sudy to
collert say duty from a just appreciation of eve £y circumstance, by which it might be affected
All [ dare hope, is, that, ifin executing this task | have been too much swayed by a grateful
remembrance of former ingtances, or by an affectionate sensibility to thic ranscendent proof, of
the confidence ofy Fellow-citizens, and have thence too fittle consulted my incapacity as well
as disinclination for the weighty and uniried cares before me; my emor will be paltiated by the
motives which misled me, and its consequences be judged by my Country, with some share of
the partiality in which they originated,

Such being the impressions uader which [ have, in obedience to the public summons, repaired to
the present tation: it would be peculiady Emiroper o omit in this firs official At tay fervent
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WASHINGTON'S INAUGURAL ADDRESS OF 1789

pril 30, 1769
Fellow Citizens of the Senste and the House of Representatives.

Among the vidissitudes incident to life, no event could have filled me with grester anmieties than
that of which the aotification Was transmitied by your order, and received on the fourteenth day
of the precent month On the one hand, 1 was sumoned by my Country, whose voice [can
newer hear bul with veneration and love, froma retrear which | had chosen with the fondest
predilection, and, in my fattering hopes, with an immutable decision, & the asylum of tay
declining years: a relreal which was rendered every day more necessary as well as more dear to
1o, by the addition of habit 1o inclination, and of frequent interrugtions in my health 10 the
eradual wasic committed on it by lime. On the ofher band, the magnitude and di ficully of the
trust t which the voice of my Country called me, being sufficient to awsken in the wisest and
mest caperienced of her citizens,  distrastful scrdiny into his qualifications, covld not but
overwhelm vith dispondence, one, who, inheniting inferior endovaents from pature and
unpractised inthe duties of civil admini fration, sught to be peculiarly consclons of his com
deficiencies Inthis conflict of emotions, all | dare aver, is, that it has been my fithful sudy to
collert say duty from a just appreciation of eve £y circumstance, by which it might be affected
All [ dare hope, is, that, ifin executing this task | have been too much swayed by a grateful
remembrance of former ingtances, or by an affectionate sensibility 1o thic ranscendent proof, of
the confidence ofy Fellow-citizens, and have thence too fittle consulted my incapacity as well
as disinclination for the weighty and uniried cares before me; my emor will be paltiated by the
motives which misled me, and its consequences be judged by my Country, with some share of
the partiality in which they originated,

Such being the impressions uader which [ have, in obedience to the public summons, repaired to
the present tation: it would be peculiady Emproper o omit in this firs official Act tay fervent
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e Type a brief description of the action
you want to take.
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clipboard =

© The program lists possible commands
you can use to complete your task.

O Click a command to use it.

@ If you click a command that displays
this arrow ( b), additional options
appear.
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Among the vicissibudes incident to life, no event could bave filled me with grester anzieties than PEa—
that of which the aotification was transuitied by your order, and received on the fourteerth day s e
of the present month. On the one hand, 1 was sxamoned by my Country, whose voice | can B DrwTaole
never hear bul with veneralion and love, froma refreal which 1 bad chosen with the fondest B view Gridines
predilection, and, ity flatering hopes, with an itvrutable decision, s the asglur of ry B e
arders and Shading.

declining years: a relreat which was rendered every day more necessary as weil as more dear to
me, by the addition of habit to inclination, and of frequent interrugtions in my health 1o the
gradual wastc committed on it by lime, On the other band, the magnitude and di ficulty of the
trust to which the voice of my Country called me, being sufficient to aweken in the wisest and
most ezperienced of her cilizens, a distrustful scruling into bis qualifications, cowld not but
overwhelm wiih dispondence, one, who, inhenting inferior endovanenis from nabure and
unpractised in the daties of civil adminisration, ought to be peculiarly consclaus of his ovm
deficences lnthus conflict of emotions, all I dare aver, is, that it has been my futhful dudy to
collect my duty from a just appreciation of eve £y circumstance, by which it might be affected.
ALl L dare hope, 56, that, ifin executing this task | have been 100 much swayed by a grateful
remembrance of former ingances, or by an affectionate sensibility 1o thic wranscendent proof, of
the confidence ofmy Fellow-cilizens, and bave thence oo little consulted my incapacity as well
a6 disiticlination for the weighty and uniried cares before me; my emor will be palliated by the
rmntives which misled me, and its consequences be judged by my Country, with some share of
the partiality in which they originated.

Such being the impressons wader which [ have, in obedience to the public summons, repaired to
the

present station; it would be peculiasly improper to omit in thie firg official Act, sy fervent

() The program performs the action you
selected; in this example, Word
places a border around the first
paragraph of the document.
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April 30,1788
Fellow Citizens of the Senate and the House of Repraseniatives:

Amang the vicissitudes incident 1o life, no event could have filled me with grester ansieties than
that of which the nolification Was transmitled by your order, and received on the fourteenth day
of the presenl month. On the one band, 1was summoned by my Couniry, whose soice [ can
never hear but with venerstion and love, froma retreat which 1 had chosen with the fondest
predilection, and, in my flatlering hopes, swith an immutable decision, as the asylam of iy
declining years: a retreat which was rendered every day more necessary as well as more dear to
me, by the addition of habit to indination, and of frequent interruptions in my healih fo the
gradual waste comrmitted on it by time. On the other band, the magnitude and dificulty of the
trust to which the voice of sy Country called me, being aifficient to awaken in the wisest and
ot experienced of her cilizens, a distrustful scrutiny mio kis qualifications, could not but
overwhelm with gispondence, one, who, inheriting inferior endovanents from nature and.

inthe duties of civil administration, ought to be peculiarly conselous of his owm
deficiencies [nihis conflict of emotions, all I dare aver, is, lhel it has been my filaful study to
collect my duly from a just apprecialion of eve py circumstance, by which it might be affected.
All [ dare hope, is, thal, ifin executing Lhis lask I have been Loo much swaged by a graleful
remembrance of former instances, or by an affectionate sensibility 1o this ranscendent proof, of
the confidence ofmy fellow-citizens; and have thence too little consulted my incapacity as well
&s disinclination for the weighty and uniried cares before me; my error will be palliaied by the
motives which misled me, and its consequences be judged by my Countey, with some share of
the gartialsty in which they orignated.

Such being the impressions under which [ have, in obedience 1o the public summons, repaired Lo

Will I need to type a description of the action

I want to take if it is the same action I have
previously taken?

No. The Tell Me What You Want To Do search box
remembers your previous searches and displays them
on the menu that appears when you perform Step 2.

If I no longer want my previous searches to
appear, can I clear them from the list?

No. The Tell Me What You Want To Do feature
retains your searches in the Recently Used section
of the menu that appears when you click in the
search box.
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Select Commands

ou can keep your hands on your keyboard and select commands from the Ribbon or the Quick
Access Toolbar (QAT), or you can use the mouse.

The Ribbon contains buttons organized in tabs, groups, and commands. Tabs appear across the top of
the Ribbon and contain groups of related commands. Groups organize related commands; the group

name appears below the group. Commands appear within each group. The QAT appears above the
Ribbon and by default contains the Save, Undo, and Redo commands. To customize the Ribbon or the

QAT, see Chapter 11.

Select Command

Select Commands with the Keyboard

0 If appropriate for the command you
intend to use, place the insertion point
in the proper word or paragraph.

@ Press (10 on the keyboard.

@ Shortcut letters and numbers appear on
the Ribbon.

Note: The numbers control commands on
the Quick Access Toolbar.

e Press a letter to select a tab on the
Ribbon.

This example uses ().

Word displays the appropriate tab and
letters for each command on that tab.

0 Press a letter or letters to select a
command.

If appropriate, Word displays options
for the command you selected. Press
a letter or use the arrow keys on the
keyboard to select an option.

Word performs the command you

selected, applying the option you chose.
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WASHINGTON'S INAUGURAL ADDRESS OF 17894

April 30,1789
Fellow Citizens of the senste and the House of Repre sentatives.

‘Among the vicisstudes incident 10 life, n0 event could have flled me with grester anzieties than
that of which the notification was transmitted by your order, and received on the fourtcenth day
of the present month, On the one hand, [ was summoned by my Country, whose voice [ can
fever sz but With veteration and love, froma retreat Which 1 bad chogen wath the fondest
predlection, and, in my fattering hopes, wath an smouiable decision, as the asylum of my
declining years: a retreat whith was rendered every day more neceseary as well as more dear 10
e, Ty the addition of habit to inclination, an of frequent interTuptions in my health 1o the
gradual waste comumitied on it by time. On the other hand, the magivde and diffically of the
trust 10 which the voice of rmy Country called me, being sufficient 10 2weleen in the wisest and
enost esperienced of her citizens, a destrusiful scrutiny into his quals fextions, could not bu
overshelm wAth one, who, inheriting inferior endowments from nature and
unpractised in the duties of civil adwinidtration, ought 1o be peruliadly conssious ofhis owm
deficiencies. Inthis conflict of emotions, all | dare aver, 15, that it has been my faithful study to
collect my duty froma jusl appreciation of eve ry aroumsiance, by which i might be affecied
A1l Tdare hope, is, that, ifin everuting this tack [ bave been too much swayed by a grateful
vemembrance of farmer instances, or by an affectionabe sensibility o this transcendent proof, of
the confidence ofmy Fellovelizens; and bave thence oo little conmilted my incapacity a3 well
as disinclination for the weighty and untried cares befors me, oy error will be palliated by the
motivres which mesled me, and sts consequences be judged by my Country, with some share of
the partiality in which they originated

Such being the impressions under which [ have, in obedience to the public Summons, repaired to
er 10 ot in thus first official Ad fervent.
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WASHINGTON'S INAUGURAL ADDRESS OF 1789

April 30,1743
Fellow Citizens of the Senate and the Houss of Reprs sentativas:

‘Among the vicisstudes incident 10 lifs, 10 svent could have Slled me with grester azeties than
that of which the notification wes transmitied by your order, and received on the fourteenth day
of the present morth. On the one hand, | was summoned by my Country, whose woice [ can
serer hear but with veneration and love, froma retreat which 1 bad chogen with the fondest
predilection, and, inmy flsttering hopes, with an smmwatle decision, &5 the asylum ofmy
decliving years: a retreal whith was rendered svery day more necessary as well as more dear o
tne, by the addition of hakit to inclination, and of frequent interruptions in ray health 10 the
gradvel wmste compitted on it by time. On the other hand, the rsgnimde and difficaliy of the
trust 10 which the voice of tny Country called e, being sufficient 10 weken in the Wisest and
tmost expertenced of her citizens, a distrustful scruting snio his qualsficstions, could not bk,
overwhelm with ane, who, inheriting inferior endowments from rature and
unmractised in the duties of civil adminisration, ought to be peeuliarly consdous ofhis ovm
deficiencies. lntois conflict of emotions, all | dare aver, 15, that it has been my faithful study 1o
collect my duty froma just appreciation of eve py roumsiance, by which if might be affecied
11 T dare hope, is, that, ifin exeouting this tack | bave been too much swayed by a grateful
rememibrance of former insances, orty an affectionate sestbility to this transcendent proof, of
the confidence of my fellow-citizens; and have thence oo little conanlted my incapzeity as well
as disinclination for the weighty and untried cares before me, oy error will be pallizted by the
motives which mesled me, and sts conseuences be judged by my Country, vath some share of
the partiality in which fhey originated

Such being the impressions under which [ have, in obedience to the public summons, repaired to
1 10 ot in thus fies official Ac my fervent

the present station: it would be peuliarly imorop




Select Commands with the Mouse

Click in the text or paragraph you
want to modify.

Note: If appropriate, select the text; see
Chapter 3 for details.

e Click the tab containing the
command you want to use.

e Point to the command you want
to use.

() Word displays a ScreenTip describing
the function of the button at which
the mouse ([) points.

e Click the command.

@ Word performs the command you
selected.

Note: If you selected text, click
anywhere outside the text to continue
working.
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WASHINGTON'S INAUGURAL ADDRESS OF 1789

April 30,1789
&F:\Iuw Citizens of the Senate and the House of Repre sentative s

Aeong the vicissitades incident to life, no eveat could have filled me with greater anzieties than
that of which the notification was tranmitted by youe order, and received on the fourteenth day
of the present month. On the one hand, 1 was summoned by my Country, whose woice [ can
newer hear buL with Veneration and love, froma retreat which 1 had chosen with the fondent
predilection, and, in my fattering hopes, with an imrutable decision, as the asylum of my
declining years a retreat Which Was rendered every day ore ascessary as wel as ore dear 1o
tme, by the addition of habit to inclination, and of frequent interruptions in my heelth 10 the
gradual waste committed on it by time. On the other band, the magnitude and difficulty of the
trust to which the vaice of my Countey called me, being sufficient to awaisen in the wisest and
most experienced of her citizens, a distrustful seruing nio bis qualificafions, could not but
overwhelm wail one, viho, inheriting inferior from nabure and

inthe daties of euvil adminustration, ought o be peculiarly conscious of us avm

deficiencies lathis conlict of emotions, all 1 dare aver, is, that it has been ry faithful sudy to
collest my duly froma just appreciation of eve ry circurnsiance, by which it might be affected.
11 T dare hope, i, that, ifin executing this task 1 have been too much swayed by 2 grateful
remembrance of former instances, or by an affectionate sssbility 1o this transcendent proof, of
the confidence ofrmy fellow-cilizens; and have thence 100 litile consulted my incapacity as well
as disinclination for the weighty and uniried cares before me; my error will be palliated by the
molives which misled me, and its consequences be judged by my Country, with some share of
the partiality in which fhey originated.

Stich being the presaons uader which [ have, in obedience 1o the public summons, repaired to
the present statioey it would be peculiasly improper to omit in this fird official Act, my fervent
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WASHINGTON'S INAUGURAL ADDRESS OF 1789

April 30,1789
Fellow Citizens of the senate and the House of Representatives:

Asnong the vicissitudes incident ta life, no event could have filled rme WUk grester anzieties than
that of which the notification was transmitied by your order, and received on the fourteenth day
0f the present mosth, On the one hand, 1 was summoned by my Country, whose woice [ can
nemer hear buL with veneration and love, froma retreat whith 1 had chogen with the fondest
predilection, and, inmy Nattering hopes, with an imrutable decision, as the asylum of ey
declining years: a relreal Which Was rendered every day more necessary as wel as move dear to
o, by the addition of habit Lo inclination, and of freguent interruptions in my heelth 1o the
gratual waste committed on it by time. On the other band, the magnitude and difficulty of the
trust to which the voice of my Country called me, beng sufficient to awsken in fhe wisest and
most experienced of her cifizens, a distrastful seruling i bis qualifications, could nt but
overwhelm with dispandence, one, whe, inhenting inferior endovanents from nature and
unpractised i the duies of civil adminstration, ought o be peculiarly conscious of his v
deficiencies lathis conflict of emotions, all 1 dare aver, is, that it has been my faithful sudy to
collect sy duly from a just appreciation of eve 1y circumstance, by which it might be affected
A1 T dare hope, i, that, ifin executing this task ] have been too much swayed by a grateful
remembrance of former insiances, or by an affectionate sesibility 1o this ranscendent proof, of
the confidence ofrmy Fellow-citizens; and have thence 100 fitile consulled my incapacity as well
as disinclination for the weighty and uniried cares before me, my error will be palliated by the
molives which misted me, and its consequences be judged by my Country, wih some share of
the partialsly in which fhey origmated

Sch being the mpresa.ons uader which [ have, in obedience 1o the public summons, repaired to
the present sation: it would be peculiarly improper to omit in this fird. official Act, ey ferven

Can I toggle between the document
and the Ribbon using the keyboard?
Yes. Each time you press (i), Word
changes the focus of the program,
switching between the document, the
status bar, and the Ribbon, in that order.

What do the small down arrows below or beside buttons mean?
The small arrow (#) on a button means several choices are
available. Click the button directly to apply a default choice.
Click # to view additional options. As you move the mouse ([})
over the two parts of the button, Word highlights one or the
other to alert you that you have more choices.
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Using Word on a Tablet PC

U sing Word 2016 on a tablet offers a different experience than using the program on a computer
with a keyboard and mouse. This section shows you how to open Word on a touch device and
how to switch between Touch and Mouse modes.

Enhancements for tablets are limited primarily to enlarging buttons on the status bar, the Quick
Access Toolbar, and the Ribbon to make selecting commands easier. For a friendlier touch experience,
consider using the universal Word app for various mobile devices, which, although not as powerful as
Word 2016, were written specifically for touch devices. You can share documents across platforms.

Using Word on a Tablet PC

Start a Program
0 Tap the Windows Start button ().

@ The Windows 10 Start menu appears.

() Program tiles appear on the
right side.

hlamw@d: »

w

@ If the program you want to open
appears in the Most Used list, you
can tap it to open it. Or you can
scroll through the program tiles on
the right to find and tap the
program you want to open.

Q Tap All apps. . —

() An alphabetical list of programs
installed on your computer appears.

e Scroll through the list and tap
Word 2016 to open Word to the
Word Start screen.

Word 2016 Excel 2016 Outiook 2016
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Open
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Tap the Customize Quick i > - naBbcenr | sasbeede AABRCH AlaBchE ;:ﬁ:m

pate Y E= f=o (S | INows | THoSpac. Hesdieg) Hedna? < .

Access Toolbar |=|. L — . -l | )

© Tap Touch/Mouse Mode. SO
¥ Undo
( Word adds the Touch/Mouse M
: v TouchMlouse Mode
Mode button to the Quick e 0
Access Toolbar. o

Note: By default, each Office
program displays the screen in
Mouse mode.

(@ In Mouse mode, buttons on the
Quick Access Toolbar and the
Ribbon are smaller.

€© Tap Touch/Mouse Mode.

B © 047 - Document1 - Word (Trisl) = - 8 x
O A drop-down menu appears. Home | | Obimice g beeen o iy e ew el me ity do sgnin

= i v—— ] = o
0 Tap Touch. &: s EE G é”‘ | 0
EEEE R, ¢ o- T
. Oiptimized for use with touch,
() The program enlarges the size e e i
of buttons on the Quick Access
Toolbar and the Ribbon,
grouping Ribbon buttons as
needed.
@ The status bar, view buttons,
and zoom slider also appear
larger.
I I

Are there any other features in Word 2016 that make the program easier £0 [, obiged o the nonorasie gen-
: ? uccess. I this particular of salaries to
use on tOUCh dEV'IceS. a persuasionthat it is right, andfrom
Yes, Word's Read Mode contains buttons on the left and right sides of the AT
screen (<) and (»)) (@)) that you can tap to change pages. See Chapter 4 for e the loveof powerand e
details. For a more touch-friendly experience, consider using the universal app  [evefthesamecsjeat theyhave,in

ametime, be a place of profit, and

Word, available in the Microsoft Store, on an iPad or Android device. bvernmant sotempestucus. The

Fting its councils, hurrying it sn&@
=
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Work with the Mini Toolbar and Context Menus

ost of the formatting commands appear on the Home tab in Word, but you have alternatives to
format text. Without switching to the Home tab, you can format text using the Mini Toolbar,
which contains a combination of commands available primarily in the Font and the Paragraph groups

on the Home tab.

You also can use the context menu to format text without switching to the Home tab or the Review
tab. The context menu contains the Mini Toolbar and a combination of commands available primarily
in the Font group and the Paragraph group on the Home tab and on the Review tab.

Work with the M

Work with the Mini Toolbar
0 Select text.

() The Mini Toolbar appears.

Note: If you slowly slide the mouse ([})
away from the selected text, the Mini
Toolbar becomes transparent and then
disappears.

o Click any command or button to
perform the actions associated with
the command or button.

() Word performs the action on the
selected text, leaving the Mini
Toolbar visible so that you can use
it again if you want.

16
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The “Give Me Liberty or Give Me Death” Speech Combria <12

U AT
B Parvick Henry, deliveredion Narch 23, 1775 beforathies © ) & o
Gonvention of Virginia, in theold church in Richmond.
N0 mtan thinks more highly than L do of the parriotiam, 2 well fes.of the very
worthy gendemen who have fust addressed the House. But ci en often see the
same subject in different lights: and, therefore, [hope it will not SeTHought disrespestful to

thosa gentlemen, If, entertalning 2 1 do opinions of a character very opposite te theirs, T
shall speak forth my sentiments freely and without reserve. This is no time for ceremony.

‘The question befure the House is one of awlial moment to this country. For my own part; [
consider 1t as nothing less than 2 question of freedom or slavery: and bn propertion o the
magnitude of the subject ought to be the freedom of the debate, Ttiz only in this way that
we can hope to arrive at uth, and fulfil the great responsibility which we hold ta God and
our country. Should 1 keep back my opinions at such atime, through fear of giving offense, 1
should consider myself as guilty of treason toward my country, and of an act of disloyalty
toward the Majasty of Heaven, which I revera shove all earthly ings.

Mr. Prosident, itis natural to man to indulge in the illusions of hope. We are apto shut our
eyes againsta painful truth, and listen to the seng of thatslren, till che ransforms us into
beacts. [s this the part of wise men, engagedin a great and arduous strugale for iberty? Are
we disposed to be of the number of those, who. having eyes. see not. and having ears. hear
not. the things whith so nearty concern their temporal salvation? For my part. whatever
anguish of spirititmay cost, [ am willingto know the whole fruth; to know the worst, and
o previde for it
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& Patrick ey, doliversd on March 23, 1778, Bopree ofsorerene i _—
‘ :>oflh‘rpty|)‘n, i the old church in Richmond.
10 man thinks mere highly than [ da of the parriotism, as well a sbilities, of the very
worehy gentlemen who have just addressed the House. But cifferent men often see the
same subjectin diferent Jights: and. therefore, [hope itwill not be thought disrespectful to
those gentlemen, If, entertalning 2 1 do opinions of a character very opposite te theirs, T

shall speak Forth my sentiments freely and without reserve. This is no time for ceremony.

‘The "Give Me Liberty or Give Me Deatt” Speech

‘The question before the House is one of awlial moment to this country. For my own part; [
consider 1t as nothing less than 2 question of freedom or slavery: and bn propertion to the
magnitude of the subject ought to be the freedom of the debate, Ttiz only in this way that
we can hope to arrive at uth, and fulfil the great responsibility which we hold ta God and
our country. Should 1 keep back my opinions at such atime, through fear of giving offense, 1
should consider myself as guilty of treason toward my country, and of an act of dizloyalty
toward the Majesty of Heaven, which I revera shove all earthly ings.

Mr. Presideat, itis natural to man to indulge in the illusions of hope. We are aptto shut our
eyes againsta painful truth, and listen to the seng of thatslren, till she ransforms us into
beacts. [s this the part of wise men, engagedin a great and arduous strugale for iberty? Are
we disposed to be of the number of those, who. having eyes. see not. and having ears, hear
not. the things whith so nearty concern their temporal salvation? For my part. whatever
anguish of spirititmay cost, [ am willingto know the whole fruth; to know the worst, and
o previde for it
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