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How good are your Microsoft Word skills? In 30 minutes, author Angela Rose will show you how to
become a power user of Word 2016 for Windows and macOS. Even if you have used MS Word in the past,
this guide will demonstrate tools and time-saving tips that will help you make a bigger impact when writing
letters, reports, essays, resumes, manuscripts, and other documents. Microsoft Word In 30 Minutes also
covers Word Online, Microsoft’s free (but limited) online alternative.

Topics include:

MS Word interface basics, from Backstage View to the Ribbon●

Office 365 subscriptions and OneDrive●

Display options for individual documents●

How to work with multiple windows in Microsoft Word●

Working with .docx, .doc, .txt, PDF, and other file formats in Word 2016 and Word Online●

Locating recovered files●

Printing documents, envelopes, and labels●

How to format text using the toolbar●

How to format Word documents using styles, themes, and style sets●

Creating Word documents with professional-quality templates●

How to create tables and charts in MS Word●

Adding images, video, and hyperlinks●

How to automatically create a table of contents in Word●

Adding footnotes, endnotes, citations, a bibliography, and an index●

Word spelling, tracking, and other reviewing tools●

Collaboration tools, from comments to live collaboration●

How to protect your Word document●

There are lots of examples, screenshots, and offbeat anecdotes from the author. Whether you are new to MS
Word, or want to familiarize yourself with the new features and interface of Word 2016 compared to older
versions (Word 2013, Word 2010, Word 2007, Word 2003, etc.), Microsoft Word In 30 Minutes is a great
guide.

About the author

Angela Rose is a writer and B2C marketing strategist based in Colorado. When she’s not removing cats from
her keyboard, you can find Angela searching for the perfect taco, running 5Ks, whipping up original pastry
recipes, and hiking the Colorado Mountains with her photographer husband. Angela is also the author of
LinkedIn In 30 Minutes (2nd Edition).



About the series

i30 Media is the publisher of In 30 Minutes guides - quick guides for a complex world. Thousands of readers
turn to the series to understand mildly complex topics, ranging from genealogy to software. The tone is
friendly and easy to understand, with step-by-step instructions and lots of examples. Top-selling titles
include Google Drive & Docs In 30 Minutes, Twitter In 30 Minutes, and LinkedIn In 30 Minutes. For more
information about the series, visit in30minutes.com

Disclaimer

i30 Media Corporation and IN 30 MINUTES guides are not associated with other brand names, product
names, or trademarks cited in this book, including Microsoft Office®, Office 365™, Word®, or OneDrive®.
Microsoft Word In 30 Minutes is an independent publication and is not authorized, sponsored, or otherwise
approved by Microsoft Corporation. Microsoft Word In 30 Minutes is not affiliated with Microsoft Word for
Dummies or similar titles published by other firms.
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From reader reviews:

Scottie Kelly:

Why don't make it to be your habit? Right now, try to prepare your time to do the important act, like looking
for your favorite book and reading a publication. Beside you can solve your condition; you can add your
knowledge by the book entitled Microsoft Word In 30 Minutes: How to make a bigger impact with your
documents and master Word's writing, formatting, and collaboration tools. Try to make the book Microsoft
Word In 30 Minutes: How to make a bigger impact with your documents and master Word's writing,
formatting, and collaboration tools as your buddy. It means that it can to get your friend when you
experience alone and beside regarding course make you smarter than ever before. Yeah, it is very fortuned
for yourself. The book makes you considerably more confidence because you can know every thing by the
book. So , we should make new experience in addition to knowledge with this book.

Karen Rodriguez:

Throughout other case, little folks like to read book Microsoft Word In 30 Minutes: How to make a bigger
impact with your documents and master Word's writing, formatting, and collaboration tools. You can choose
the best book if you appreciate reading a book. Provided that we know about how is important a book
Microsoft Word In 30 Minutes: How to make a bigger impact with your documents and master Word's
writing, formatting, and collaboration tools. You can add knowledge and of course you can around the world
by the book. Absolutely right, since from book you can realize everything! From your country till foreign or
abroad you can be known. About simple thing until wonderful thing you can know that. In this era, we can
easily open a book or perhaps searching by internet unit. It is called e-book. You need to use it when you feel
bored to go to the library. Let's go through.

Dawn Bliss:

This Microsoft Word In 30 Minutes: How to make a bigger impact with your documents and master Word's
writing, formatting, and collaboration tools tend to be reliable for you who want to be considered a
successful person, why. The key reason why of this Microsoft Word In 30 Minutes: How to make a bigger
impact with your documents and master Word's writing, formatting, and collaboration tools can be one of the
great books you must have is usually giving you more than just simple examining food but feed an individual
with information that perhaps will shock your before knowledge. This book will be handy, you can bring it
everywhere and whenever your conditions both in e-book and printed people. Beside that this Microsoft
Word In 30 Minutes: How to make a bigger impact with your documents and master Word's writing,
formatting, and collaboration tools giving you an enormous of experience like rich vocabulary, giving you
trial run of critical thinking that we realize it useful in your day action. So , let's have it and revel in reading.

Jamie Wallace:

Don't be worry when you are afraid that this book will certainly filled the space in your house, you can have



it in e-book means, more simple and reachable. This particular Microsoft Word In 30 Minutes: How to make
a bigger impact with your documents and master Word's writing, formatting, and collaboration tools can give
you a lot of close friends because by you looking at this one book you have matter that they don't and make a
person more like an interesting person. This particular book can be one of one step for you to get success.
This e-book offer you information that maybe your friend doesn't realize, by knowing more than some other
make you to be great people. So , why hesitate? Let me have Microsoft Word In 30 Minutes: How to make a
bigger impact with your documents and master Word's writing, formatting, and collaboration tools.
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