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M icrosoft Office 2016 is by far the
most popular suite of productivity
applications in the world, and with good
reason. Its applications are powerful
enough for business and professional
use, and yet easy enough that a beginner
can catch on to the basics with just a few

simple lessons.

If you're new to Office 2016, this book
can help you separate the essential fea-
tures you need from the obscure and
more sophisticated ones you don't. For
the four major Office applications I
cover in this book — Word, Excel,
Outlook, and PowerPoint — I walk you
through the most important and com-
mon features, showing you how to put
them to work for projects in your job,
everyday life, and home.

About This Book

This book is written specifically for
mature people like you, who are rela-
tively new to using Office applications
and want to master the basics. In this
book, I tried to take into account the
types of activities that might interest you,
such as investment planning, personal
finance, email, and documents and pre-
sentations that you might need to pre-
pare for work, clubs, volunteer
opportunities, or other organizations
that you participate in.

Intfroduction
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Foolish Assumptions

This book assumes that you can start your computer and use the key-
board and mouse (or whatever device moves the pointer onscreen).

Computers For Seniors For Dummies shows you the

; If you're using a computer for the first time,
essential skills that all computer applications use.

Office 2016 runs on Windows 10 (the newest version of Windows),
Windows 8, and Windows 7 computer operating systems, so I assume
you're using one of these. The examples in this book show Office 2016
running in Windows 10, but Office works mostly the same on all oper-
ating systems.

How This Book Is Organized

This book is divided into several handy parts to help you find what
you need and skip stuff you don’t use.

Part I: Getting Started with Office

In this first part of the book, I explain some basics that apply to all the
Office 2016 applications generically, such as saving, opening, and
printing files. I also show you some features that all Office 2016 appli-
cations have in common, such as selecting and formatting text, using
the Clipboard, and applying formatting themes.

Part 11: Word

This part explores the most popular application in the Office suite,
Microsoft Word. This word processing program helps you create letters,
reports, envelopes, and myriad other text-based documents. You'll see
how to format text, change page size and orientation, insert graphics,
and more.
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Part 11l: Excel

In this part of the book, you can read about Excel, the Office spread-
sheet application. See how to enter text and numbers in a worksheet,
write formulas and functions that perform calculations, and format
worksheets attractively. You can also find out how to create charts and
use Excel to store simple databases.

Part IU: Outlook

Outlook is the email, contact management, and calendar application
in Office. In this part of the book, discover how to send and receive
email in Outlook, and also how to use Outlook to track appointments
and store your personal address book.

Part U: PowerPoint

In this part of the book, I show you the basics of PowerPoint, the
Office presentation application. You can read how to create presenta-
tions that include text and graphics; create cool animation and transi-
tion effects; add a musical soundtrack; and share your presentation
with others, either in a live-action show or on CD.

@ The Appendix shows some simple ways to customize
how Office applications work when you start them.

Conventions Used in This Book

This book uses certain conventions to help you find your way:

w= Wherever possible, I use labels on figures to point
out what you should notice on them. These labels
reinforce something I say in the text or contain extra
tips and hints.

w= When you have to type something, I put it in
bold type.

w= For menu and Ribbon commands, I use the=>symbol
to separate the steps. For example, if I say to choose
Home= Clipboard = Copy, click the Home tab, find
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the Clipboard group, and then click the Copy button
in that group. In most cases, I provide the group
name as part of the path to help you find the com-
mand more quickly. (Each tab has a lot of different
commands on it.)

@ Tip icons point out extra features, special insights
and helps, or things to look out for.

Warning icons indicate potential problems to avoid,
problems that are difficult to fix or make bad things

happen.

Time to Get Started!

This is your book; use it how you want. You can start at the beginning
and read it straight through, or you can hop to whatever chapter or
topic you want. For those of you who are pretty new to computers,
you might want to start at the beginning. If you're new to Office, the
beginning part will give you a good foundation on what features work
similarly in all the programs.
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The Two-Dollar
Tour

Step right up for a tour of Microsoft Office,
the most popular suite of applications in

the world!

Here are some of the things you can do
with Office:

w= Write letters, reports, and newsletters.

w= Track bank account balances and
investments.

w= Create presentations to support speeches
and meetings.

w Send and receive email.

The Office suite consists of several very power-
ful applications (programs), each with its own
features and interface, but the applications also
have a lot in common with one another.
Learning about one application gives you a
head start in learning the others.

In this chapter (and Chapter 2), I take you on
a quick tour of some of the features that multi-
ple Office applications have in common,
including the tabbed Ribbon area. I also show
you how to insert text and graphics in the vari-
ous applications, and how to move around
and zoom in and out.

Chapter

Getready to. ..

w= Start an Office Application ...

w= Start a New Document ........

w= Explore the Office Ribbon
and Tabs ..o

w= Understand the File Menu
(Backstage View) ................

w= Create a Document.............
b Type Text .....coovvevviiennnennn
we |nsert a Picture........cocoveeinil.

w= Move Around in a
Document........coevvevvunennn...

wap Select Content ......oeeeeeen...
wap Zoom In and Out................

w= Change the View.................



Part I: Getting Started with Office 2016

In these first few chapters, I use Microsoft Word, PowerPoint, and
Excel as the example applications because all of them work more or
less the same way: They let you open and save data files that contain
your work on various projects. Microsoft Outlook works a bit differ-
ently, as [ show you in Chapters 11 through 13.

This book shows Microsoft Office in the Windows 10
operating system. Office works the same way in
Windows 7 and Windows 8 except for minor differ-
ences in opening the applications and working with
files. I'll explain any differences as we go along.

Start an Office Application

The steps for starting an Office application differ depending on which
version of Windows you have:

w=  Windows 10: Click the Start button, and then click
All Apps. Scroll down to the M section, and click
Microsoft Office 16. Then click the desired Office
application.

v  Windows 8.1: From the Start screen, click the down
arrow at the bottom and then locate and click the
application you want. Or, from the Start screen,
begin typing the first few letter of the application’s
name and then click it in the search results.

w=  Windows 7: Click the Start button, and click All
Programs. Click the Microsoft Office 2016 folder,
and then click the Office application you want to
start.

Start a New Document

When you open Word, Excel, or PowerPoint, a Start screen appears,
containing a list of recently used documents and thumbnail images of
templates you can use to start new documents. To start a new blank
document (which you'll want to do in order to follow along with this
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chapter), you can press the Esc key, or you can click the Blank tem-
plate. The template has a slightly different name depending on the
application; in Word it is called Blank document, in Excel it's Blank
workbook, and so on. Figure 1-1 shows the Start screen for Microsoft
Word, for example.

Click here to start a new blank document

Search for onfjne templates jo) Faithe Wempen
faithe@wempen.com \

Suggested searcfes: Business Personal Industry Print Design Sets Education Event Switch account

E): Aa Title 5]

o] Festr Take a

Faithe Wempen's OneDirive

tour
Discussion.doex
e—y s
(bt o et Dbl e 5 Blank document Welcome to Word Single spaced (bla Blog post
Facts.docx
Faithe Wempen's OneDrive »...
Problem Statement dooc Title Title Title
Faithe Wempen® Heading Heading 1 reaswe
Faithe Wemp ==
b Document (1).docx
Faithe Wempen's OneDrive ». EEEEEE ErEEm EEEEEN

lan design (blank) Facet design (blank) Report design (bl... Resume

@@ Open Other Documents

JOIN US AT OUR — =
ANNUAL FVENT 2

Click here to open some other saved file

Select one of these recently used files to reopen it
Figure 1-1

To create an additional new blank document after the application is
already up-and-running, press Ctrl+N at any time.

Office 2010 and earlier started a blank document
automatically in Word, Excel, and PowerPoint, with-
out having to go through a Start screen. If you want
that old-style behavior back, click File and then click
Options. On the General page, scroll down to the
bottom and clear the Show the Start Screen When
This Application Starts check box.



Part I: Getting Started with Office 2016

Explore the Office Ribbon and Tabs

All Office 2016 applications have a common system of navigation
called the Ribbon, which is a tabbed bar across the top of the applica-
tion window. Each tab is like a page of buttons. You click different
tabs to access different sets of buttons and features.

Figure 1-2 shows the Ribbon in Microsoft Word, with the Home tab
displayed. Within a tab, buttons are organized into groups. In
Figure 1-2, the Home tab’s groups are Clipboard, Font, Paragraph,
Styles, and Editing.

Type a question here and press Enter for help
This tab is currently active

Click a different tab to activate it

ol
T aasbecod nadbeedd AaBhC( Assbcet AAB 1 L
T Normal 1 No Spac. Heading 1 Heading 2 Title

Group names
Figure 1-2

Each Office application has a set of tabs for the tasks it performs. For
example, Word has a Mailings tab that holds the commands for doing
mail merges. Excel has a Formulas tab that holds the commands for
setting up calculations.

10
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You might find tabs that were added by third-party
(non-Microsoft) software. For example, if you have a
program called Adobe Acrobat installed, you might
have an Acrobat tab in each of the Office applications.

The buttons and controls on the tabs operate in different ways.
Figure 1-3 points out some examples on Word’s Home tab.

An on/off toggle

A command button

Click the button face to apply
the most recent setting...

b= By L.
| | .

Paragraph l—‘i‘

A button set Dialog box launcher

...or click the arrow to
open a menu of other settings

Figure 1-3

w= On/off toggles: When the button is selected (it turns
orange), the feature is on. Each time you click the
button, it switches between on and off.

w= Command buttons: When you click the button, the
command executes. If you click a command button

again, the command repeats.

w= Connected button sets: In connected sets of but-
tons, selecting a button deselects (cancels) the previ-
ous selection in the set.

11
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For example, Figure 1-3 has four buttons in the bot-
tom row for paragraph alignment. The leftmost one
is selected; if you click one of the others, it’s auto-
matically canceled.

w= Menu buttons: Buttons with arrows on them open
menus or color palettes.

w= Galleries: A gallery is like a permanently open menu
or palette; click a selection directly from a gallery.
Most galleries also have a More button that shows
more choices.

You can hover the mouse pointer over a button to see a pop-up box,
called a ScreenTip, which tells the button’s name and/or purpose.

With some buttons that contain arrows, you can click anywhere on the
button face — directly on the arrow or not — to open the menu or
palette (an array of colored squares from which you can choose a
color). With others, the button face and the arrow are separate click-
able areas. Clicking the arrow opens the menu, but clicking the button
face applies whatever setting was most recently chosen from the menu.

To tell the difference between the two types of menu buttons, point
the mouse at the button. If the button face and the arrow are different
colors or if there is a thin line between them, it's the type where you
have to click directly on the arrow to get the menu. If there’s no sepa-
ration, you can click anywhere on the button.

In the bottom-right corner of many of the groups is a small square
with an arrow. Clicking this square (called a dialog box launcher) opens
a dialog box related to that group. For example, the one for the
Paragraph group in Figure 1-3 opens the Paragraph dialog box, which
contains controls for every button in that group plus more options not
available on the Ribbon.

Not sure which tab contains the command you want, or what the
command is called? The Tell me what you want to do. . . box (shown
in Figure 1-2) enables you to ask questions in plain English. Just type
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your question in the box and press Enter to see a list of relevant com-
mands, and then click the one you want to issue that command.

When you resize the application’s window so the window is narrower
than normal, or when you run the application on a computer that has
low-resolution video settings, the controls on the Ribbon compress
(squeeze together). Some of the groups turn into single buttons with
drop-down lists for accessing the individual controls within that
group. For example, in Figure 1-4, most of the groups are compressed,
and one of the groups has been opened as a drop-down list.

Above the main part of the Ribbon is a small toolbar called the Quick
Access toolbar. You can add buttons for frequently used commands
here (as many as you can fit). To add a button, right-click any control
from any tab and choose Add to Quick Access Toolbar, as shown in
Figure 1-5. To change the position of the Quick Access Toolbar, right-
click it and choose Show the Quick Access Toolbar Below the Ribbon
(or Above, if it's already below).

Click the button for a collapsed group...

= - - Document1 - Word @ - O x
Home Insert Design Layout Referer Mailing Review View Q Tell mq Faithe...
Calibri (Body) 11 - ::';:'a_i—_' €= 3= A.“ 0
Past B IU-aexx b [E==2= 1= s‘| Editing
aste LT L es
. ™ A-W-A-pa- AN D-EL AT v -
Clipboard Font - Paragraph G Styles @& ~
LOFind ~ =
b _Replace
Lg Select ~
Editing
...to expand the group and select
a command from it
Figure 1-4

13
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Right-click any control on any
Quick Access Toolbar  tab to add it to the toolbar

DocumentT - Word

I
=] L TR
Home Insert Design Layout References Mailings Revigw View Q Tell me what yo

Calibri (Body} -|11  ~-| A A Aa- A

“l- =3= 2l T | papbcedd maBbcedd AaBh

— P

Paste B I U~abex X Virvaf/vA- **rading

% Add to Quick Access Toolbar

Clipboard ) Font £ P: . - styles
P Customize Quick Access Toolbar.. 2

¥ Format Painter

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

Collapse the Ribbon

Figure 1-5

beyond the scope of this book. If you want to experi-
ment with it on your own, choose File=> Options and
click Customize Ribbon.

s You can also customize the Ribbon itself, but that’s

Understand the File Menu (Backstage View)

14

Clicking the File tab opens the File menu, also known as Backstage
view. Backstage View provides access to commands that have to do
with the data file you are working with — things like saving, opening,
printing, mailing, and checking its properties. The File tab is a differ-
ent color in each application. In Word, for example, it is blue. To leave
Backstage view, click some other tab or press the Esc key.

click one to see the commands available. The content
to the right of the category list depends on what you
have chosen.

; Backstage View lists top-level categories at the left;

When a document is open and you enter Backstage View, the Info cat-
egory appears. It provides information about the current document,
and offers commands for protecting the document, checking for issues,
and managing versions. In addition, if the document uses a different
file format than Word 2016, a Convert button appears, enabling you
to upgrade the document format. See Figure 1-6.
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Annual Reportdoc [Compatibility Mode] - Word ? - 8 x
Faithe Wempen

Info

Annual Report

Documents
= Compatibility Mode Properties ~
@+ Some new features are disabled 1o prevent problems when working with previous Size 26.0k8
Convert | Versions of Office. Canverting his fle wil enable these features, but may result in layout o
changes, e !
Words 2
Total Editing Time 5 Minutes
Protect Document Title Add a title
e Control what types of changes people can make to this document. Tags Addatag
Document * Comments Add comments

Related Dates

Account
AR Inspect Document Last Modified Today, 6:54 PM
Options e Before publishing this file, be aware that it contains: Croated Today, 649 PM

eck for Document properties and author's name
Feedback e Content that cannot be checked for accessibility issues because of the current file Last Printed

Type
Related People
o M D t Author i
anage Documen Faithe Wempen
Check in, check out, and recover unsaved changes.
Manage T There are no unsaved changes. Add an autho
Document ~

Last Modified By

Faithe Wempen e

Figure 1-6

Some of the other categories, when selected, make additional com-
mands or options appear to the right of the list. For example, in
Figure 1-7, you can see that when Share is selected (in Word), a sub-
menu of commands appears to the right, along with buttons for spe-
cific operations.

Annual Report.doc [Compatibility Mode] - Word ? o x

Faithe Wempen

Share

Annual Report Email -
Documents m Everyone gets a copy 1o review
&
Share Send as
Atachment

v Share with People
Everyone works on the same copy

i Everyone sees the latest changes
. ;
= Email Keeps the email size small

Document must be saved in a shared location

E‘G— Present Online

= Everyone gets 3 PDF attachment
Account Tl Preserves layout, formatting, fonts, and images
Account T
‘a] Post to Blog Send as Content can't be easily changed
Options POF
Gsirheet P Everyone gets an XPS attachment
“aibm Preserves layout, formatting, fonts, and images
Send a5 %65 Content cant be easily changed
No fax machine needed -
T

Figure 1-7
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The bottom-most command is Options, which opens a dialog box
from which you can control the settings for the application.

Create a Document

In Word, Excel, and PowerPoint, the Start screen appears when you
start the application, and from there you can create a new document
(or workbook, or presentation) by pressing the Esc key or clicking the
Blank template. You can then just start typing or inserting content
into it.

You can also create additional new documents. An easy shortcut to do
so is to press Ctrl+N. You can also choose Filew> New. That latter
method has the advantage of opening a selection of templates you can
use to jumpstart your work if you don’t want a totally blank document
to start with. Choose one of the templates that appears, or click in the
Search for online templates box, type a keyword, and press Enter to
look for a certain kind of template. Let’s forego the templates for now,
though, and keep working in this chapter with a blank document.

Type Text

16

Putting text on the page (or onscreen) is a little different in each of the
three major Office applications: Word, Excel, and PowerPoint.

w= Word: The main work area of the program is a blank
slate on which you can type directly. Just click in the
work area and start typing! Chapter 2 explains more
about typing and editing text. See Figure 1-8.

w= Excel: The work area is divided into a grid of cells.
Click any cell to make it active, and type to place
text into it, as in Figure 1-9. Chapter 7 shows how to
work with text in Excel cells.
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In Word, there is a single work area

H -0 &- - Arfual Report.doc [Compatibility Mode] - Word - g X
Faithe Wemp...

PFind -

& Replace

Home Insert Design layout References  Mailings | Review  View

Calibri -6 | A A Aa- 4

2L 91 assbcend. msBbcend AaBbC AaBbCc AaBbC |-

Paste: - | UNormal | TNoSpac.. Heading1 Heading2 Title

- . B . ay . A L= -
¥ Format Painter T U X v A 7| I seleat-

Clipboard n Font % Paragraph 5 Styles n Ediing ~

ACME Corporation| —

Figure 1-8

In Excel, text is entered into individual cells

H - - - Book1 - Excel .} - a x
Home Insert | Pagelayout formulas Data  Review  View @ Tellme ou want to do. Faithe Wemp...
Calibri 4 <A A - Fweplen General - e ‘ g Znsen T Z QY p
- & < Delete ~  [&|~
Bru-| - H-A- === S MergeaCenter - § - % 3 & £ Conditional Formatas Cell . Sort & Find &
4 P " Formatting* Table Styles - Filter - Select -
Chpboard & Fnt ) Alignment o Number L] Styles Es g ~
B2 - e | ACME Corporation v
A c D E F G H J K L M N o |-
1
2 \ ACME Corporation
3
4
5
5
7
8
9
10
11
12
13
14
15
16
17
18
10 -
Sheet1 4 3
Rea B M -—i—+ 100%

Figure 1-9
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w=  PowerPoint: The work area is divided into three
panes. The largest one, in the center, is where you
insert content on a slide.

e If a slide has a text placeholder on it, you can click
in the placeholder and type, as in Figure 1-10.

e If there isn’t a placeholder on the slide, or if the
placeholder doesn’t meet your needs, you can
place a text box on the slide manually. (That's
covered in Chapter 11.)

In PowerPoint, text is entered in
placeholder boxes on slide layouts

YOULT [ caiipr Lignt = [0 | A7 A7

se
New _ AV pa- A -
tection- B T U S A-na- A

ACME Corporation :I_ _’

Click to add subtitle

shide1of 1[4 English (United States) 2 Notes Mlcomments B 2 B ¥ -—f———+ 5% [

Figure 1-10

Insert a Picture

All Office applications accept various types of pictures. Here’s how
to insert a photo (or other graphic file) into Word, Excel, or
PowerPoint:
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