
Getting Started with
Microsoft® Word 2016

Microsoft Word 2016 is a new, modern version of the classic desktop application, built for 
maximum productivity. Quickly produce professional documents using the rich authoring 
features. Share, present, and work together on projects with built-in team collaboration 
tools. Access your documents in the cloud whenever and wherever you need them.

The Ribbon

Quick Access 

Toolbar: Contains a 

set of commands 

that are always 

visible. Right-click a 

command to add it 

to this toolbar.

Dialog box launchers: 

Select this icon to 

open a dialog box 

with more options for 

the command.

Minimize the 

ribbon: Click the 

arrow to close the 

ribbon and only 

show tab names.

Share: Invite others 

to review or edit 

your documents 

on Sharepoint® or 

OneDrive®.

File tab: Opens the 

Backstage view to 

open, save, print, 

and manage 

documents.

Ribbon tab: Select 

any tab on the 

ribbon to display its 

buttons and 

commands.

Tell me: Press F1 or 

use this tab to get 

help with what you 

need.
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1. Select the File tab, then select Open.

2. Select the SharePoint site or 

OneDrive account where the file is 

located.

3. Navigate to the document you want 

to open, and select OK.

NOTE: If you need to access 

documents under a di�erent Microsoft 

account, select Add a Place, and 

choose OneDrive or O�ce 365 

SharePoint to sign in to that account.

Opening Documents from
SharePoint or OneDrive

1. Select the File tab, then select Info.

2. Select the dropdown under Manage Document and choose Recover Unsaved Documents.

3. Choose the version of the file you would like to recover, and then select OK.

Recovering Lost Documents

Starting from a preset or custom template: 

1. Select the File tab, then select New.

2. Select one of the document templates to 

open the template.

Opening a previous document:

1. Select the File tab, then select Open.

2. Navigate to the previous document 

and select the document you want to 

open.

NOTE: Some files will open in 

Protected View. Make sure you 

validate the safety of the file before 

you Enable Editing.

Starting from a blank document: 

1. Select the File tab, then select New.

2. Select Blank document.

Creating & Opening Documents



Formatting Text

Adding Art & Media

Adding a picture or a video: 

1. Position your cursor where you 

want the picture or video to be added.

2. Select the Insert tab, and do the 

following:

        In the Illustrations group, choose 

        Pictures or Online Pictures

        In the Media group, choose 

        Online Video

3. Navigate to the picture or video you 

want to add, then select Insert.

Adding a Chart:

1. Position your cursor where you 

want the chart to be added.

2. Select the Insert tab, and select 

Charts in the Illustrations group.

3. Choose your desired chart type 

from the side and select OK.

inquiry@isogent.com      |      214.790.7220      |      isogent.com/getting-started

Font: Change the font 

family, size, color, style, 

and other attributes.

Styles: Apply saved 

formatting/organization 

styles to the selected text.

Editing: Use editing 

tools to easily find, 

replace, and select 

document content.

Paragraph: Add 

paragraph formatting 

like lists, alignment, 

and line spacing.

1. Select the File tab, then select Save As.

2. Choose whether you would like to save your file on OneDrive, SharePoint, This PC, or somewhere Recent.

3. Choose the file type and name your document. Then, hit Save.

Saving a Document
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Sharing Documents

1. Select the File tab, then select 

Share.

2. In the Share group, select how you 

would like to share your document.

        Share with People: Share on 

        SharePoint or OneDrive

        Email: Attach to email as an 

        attachment, link, etc.

        Present Online: Host an online 

        presentation of the file

Collaborating via OneDrive or 
SharePoint

1. Select the File tab, then select Save 

As.

2. Save the file to either a OneDrive or 

SharePoint site.

3. Select Share from the Ribbon. You 

can now begin typing names into the 

textbox or choose the Get a sharing 

link to collaborate with other users.

Searching Your Document

1. Select the View tab, then select 

Navigation Pane under the Show 

group.

2. Now you can either see an outline 

of your document on the Headings 

tab, see thumbnail previews of pages 

on the Pages tab, and see results for 

your search queries on the Results tab.
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Keyboard Shortcut Keyboard Shortcut

CTRL+N F12New document Save As

CTRL+W CTRL+BClose an open document Bold text

CTRL+F CTRL+SHIFT+COpen Navigation Pane Copy format

CTRL+Z CTRL+SHIFT+VUndo last change Paste format

CTRL+Y CTRL+F1Redo last change Hide/show ribbon

CTRL+SHIFT+> CTRL+SHIFT+F5Increase font size Bookmark

CTRL+SHIFT+< CTRL+SHIFT+ADecrease font size Set in all caps

ALT+Q CTRL+MGo to Tell Me box Indent paragraph

CTRL+Enter CTRL+HInsert page break Find and replace

CTRL+L ALT+CTRL+SLeft align Split window

CTRL+R CTRL+SHIFT+GRight align Count words

CTRL+E CTRL+KCenter Insert hyperlink

Description Description

Keyboard Shortcuts

Protecting Documents

1. Select the File tab, then select Info.

2. Select Protect Document.

3. Choose how you would like to 

protect your document. Options 

include making a document read-only, 

password protection, restricting access 

and others.

4. Once you have selected an option, 

follow the instructions given to protect 

your document.

Those are the basics to help get you started using Microsoft Word 2016! If you have 
any additional questions or need help, feel free to call or email a representative at 
Isogent.


