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Laminated quick reference card showing step-by-step instructions and shortcuts for how to use features of
Microsoft Office 2016 (Windows Version) that are common to Word, Excel & PowerPoint. Written with
Beezix's trademark focus on clarity, accuracy, and the user's perspective, this guide will be a valuable
resource to improve your proficiency in using Microsoft Office 2016. This guide is suitable as a training
handout, or simply an easy to use reference guide, for any type of user.

Great companion product to Word 2016 (ISBN 978-1939791917), Excel 2016 (ISBN 978-1939791924), and
PowerPoint 2016 (ISBN 978-1939791931) Introduction guides-Windows Versions.

The following topics are covered:

 The Excel, Word, PowerPoint Start Screen
Signing in to an Online Account
Using the Ribbon
Using the Quick Access Toolbar
Using the File Menu: Creating, Opening, Saving, Previewing & Printing Documents
Using the Status Bar to Zoom and Change Views
Using the Shortcut Menu
Undoing/Redoing/Repeating Actions
Optimizing for Touch
Inserting/Deleting Text
Selecting Text, Shapes, or Cells
Moving or Copying: Cut, Copy Paste; Drag & Drop
Changing Text Font and Size
Enhancing Text: Bold, Italic
Formatting with the Mini Toolbar
Changing AutoCorrect Behavior
Adding Pictures
Adding SmartArt
Working with Windows: Switching between Open Windows, Arranging Multiple Windows
Saving a PDF
Sending a Document as an E-mail Attachment, PDF or Link
File Formats
Getting Answers from Tell Me and Smart Lookup
Compatibility with Previous Versions

Beezix's Quick Reference Guide Also includes a list of keyboard shortcuts common to Word, Excel &
PowerPoint.
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From reader reviews:

Patricia Frazier:

This Microsoft Office 2016 Essentials Quick Reference Guide - Windows Version (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card) book is absolutely not ordinary book, you have after that it
the world is in your hands. The benefit you receive by reading this book will be information inside this e-
book incredible fresh, you will get data which is getting deeper an individual read a lot of information you
will get. That Microsoft Office 2016 Essentials Quick Reference Guide - Windows Version (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card) without we recognize teach the one who reading through it
become critical in thinking and analyzing. Don't be worry Microsoft Office 2016 Essentials Quick Reference
Guide - Windows Version (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) can bring once
you are and not make your handbag space or bookshelves' turn into full because you can have it within your
lovely laptop even mobile phone. This Microsoft Office 2016 Essentials Quick Reference Guide - Windows
Version (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) having very good arrangement in
word along with layout, so you will not really feel uninterested in reading.

Sam Hasse:

The book untitled Microsoft Office 2016 Essentials Quick Reference Guide - Windows Version (Cheat Sheet
of Instructions, Tips & Shortcuts - Laminated Card) contain a lot of information on it. The writer explains
her idea with easy means. The language is very clear to see all the people, so do not worry, you can easy to
read this. The book was compiled by famous author. The author provides you in the new era of literary
works. You can actually read this book because you can read more your smart phone, or model, so you can
read the book inside anywhere and anytime. If you want to buy the e-book, you can available their official
web-site as well as order it. Have a nice go through.

Scott Foust:

Is it a person who having spare time then spend it whole day simply by watching television programs or just
lying on the bed? Do you need something totally new? This Microsoft Office 2016 Essentials Quick
Reference Guide - Windows Version (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) can
be the response, oh how comes? A fresh book you know. You are so out of date, spending your spare time by
reading in this new era is common not a nerd activity. So what these guides have than the others?

Thomas Williamson:

With this era which is the greater individual or who has ability in doing something more are more treasured
than other. Do you want to become one of it? It is just simple approach to have that. What you need to do is
just spending your time not very much but quite enough to experience a look at some books. One of the
books in the top checklist in your reading list is usually Microsoft Office 2016 Essentials Quick Reference
Guide - Windows Version (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card). This book that



is certainly qualified as The Hungry Inclines can get you closer in getting precious person. By looking
upward and review this guide you can get many advantages.
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