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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
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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:

Vincent Overly:

This book untitled Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet reference for Microsoft
Word 2016 and Microsoft Word Online to be one of several books that best seller in this year, here is
because when you read this book you can get a lot of benefit onto it. You will easily to buy this particular
book in the book retail outlet or you can order it via online. The publisher of the book sells the e-book too. It
makes you more easily to read this book, as you can read this book in your Smart phone. So there is no
reason for your requirements to past this e-book from your list.

Tatum Martin:

A lot of people always spent their very own free time to vacation as well as go to the outside with them
family or their friend. Are you aware? Many a lot of people spent they free time just watching TV, or
perhaps playing video games all day long. If you would like try to find a new activity honestly, that is look
different you can read the book. It is really fun for yourself. If you enjoy the book that you simply read you
can spent all day long to reading a reserve. The book Word 2016 Reference and Cheat Sheet: The unofficial
cheat sheet reference for Microsoft Word 2016 and Microsoft Word Online it doesn't matter what good to
read. There are a lot of individuals who recommended this book. These people were enjoying reading this
book. When you did not have enough space to develop this book you can buy the particular e-book. You can
m0ore easily to read this book from your smart phone. The price is not very costly but this book features
high quality.

Jessica Bradburn:

Reading can called mind hangout, why? Because when you are reading a book specifically book entitled
Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet reference for Microsoft Word 2016 and
Microsoft Word Online your head will drift away trough every dimension, wandering in every aspect that
maybe mysterious for but surely can become your mind friends. Imaging every word written in a reserve
then become one contact form conclusion and explanation this maybe you never get just before. The Word
2016 Reference and Cheat Sheet: The unofficial cheat sheet reference for Microsoft Word 2016 and
Microsoft Word Online giving you yet another experience more than blown away your brain but also giving
you useful info for your better life in this era. So now let us show you the relaxing pattern at this point is



your body and mind will probably be pleased when you are finished reading it, like winning a game. Do you
want to try this extraordinary investing spare time activity?

John Dussault:

This Word 2016 Reference and Cheat Sheet: The unofficial cheat sheet reference for Microsoft Word 2016
and Microsoft Word Online is great e-book for you because the content that is certainly full of information
for you who else always deal with world and have to make decision every minute. This particular book
reveal it information accurately using great manage word or we can claim no rambling sentences included.
So if you are read that hurriedly you can have whole details in it. Doesn't mean it only provides you with
straight forward sentences but tough core information with splendid delivering sentences. Having Word 2016
Reference and Cheat Sheet: The unofficial cheat sheet reference for Microsoft Word 2016 and Microsoft
Word Online in your hand like keeping the world in your arm, details in it is not ridiculous just one. We can
say that no reserve that offer you world with ten or fifteen second right but this e-book already do that. So ,
this is certainly good reading book. Heya Mr. and Mrs. hectic do you still doubt which?
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