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The bestselling beginner's guide to Microsoft Word

Written by the author of the first-ever For Dummies book, Dan Gookin, this new edition of Word For
Dummies quickly and painlessly gets you up to speed on mastering the world's number-one word processing
software. In a friendly, human, and often irreverent manner, it focuses on the needs of the beginning Word
user, offering clear and simple guidance on everything you need to know about Microsoft Word 2016, minus
the chin-scratching tech jargon.

Whether you've used older versions of this popular program or have never processed a single word, this
hands-on guide will get you going with the latest installment of Microsoft Word. In no time, you'll begin
editing, formatting, proofing, and dressing up your Word documents like a pro. Plus, you'll get easy-to-
follow guidance on mastering more advanced skills, like formatting multiple page elements, developing
styles, building distinctive templates, and adding creative flair to your documents with images and tables.

Covers the new and improved features found in the latest version of the software, Word 2016●

Shows you how to master a word processor's seven basic tasks●

Explains why you can't always trust the spell checker●

Offers little-known keyboard shortcuts●

If you're new to Word and want to spend more time on your actual work than figuring out how to make it
work for you, this new edition of Word 2016 For Dummies has you covered.
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From reader reviews:

Ruth Brinkman:

Why don't make it to become your habit? Right now, try to prepare your time to do the important action, like
looking for your favorite guide and reading a publication. Beside you can solve your problem; you can add
your knowledge by the reserve entitled Word 2016 For Dummies (Word for Dummies). Try to face the book
Word 2016 For Dummies (Word for Dummies) as your buddy. It means that it can to be your friend when
you truly feel alone and beside those of course make you smarter than ever. Yeah, it is very fortuned for you
personally. The book makes you much more confidence because you can know everything by the book. So ,
let us make new experience as well as knowledge with this book.

James Robbins:

In other case, little individuals like to read book Word 2016 For Dummies (Word for Dummies). You can
choose the best book if you'd prefer reading a book. Providing we know about how is important a book Word
2016 For Dummies (Word for Dummies). You can add know-how and of course you can around the world
by a book. Absolutely right, simply because from book you can know everything! From your country until
finally foreign or abroad you will be known. About simple factor until wonderful thing you may know that.
In this era, we are able to open a book as well as searching by internet system. It is called e-book. You can
utilize it when you feel bored stiff to go to the library. Let's study.

Shirley Williams:

The book untitled Word 2016 For Dummies (Word for Dummies) is the guide that recommended to you to
study. You can see the quality of the publication content that will be shown to you actually. The language
that author use to explained their way of doing something is easily to understand. The copy writer was did a
lot of research when write the book, and so the information that they share for you is absolutely accurate.
You also can get the e-book of Word 2016 For Dummies (Word for Dummies) from the publisher to make
you a lot more enjoy free time.

Veronica Turner:

The reason why? Because this Word 2016 For Dummies (Word for Dummies) is an unordinary book that the
inside of the guide waiting for you to snap that but latter it will surprise you with the secret that inside.
Reading this book next to it was fantastic author who have write the book in such incredible way makes the
content interior easier to understand, entertaining way but still convey the meaning entirely. So , it is good
for you because of not hesitating having this nowadays or you going to regret it. This book will give you a
lot of positive aspects than the other book have such as help improving your ability and your critical thinking
approach. So , still want to delay having that book? If I were you I will go to the book store hurriedly.
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