
Welcome to 
Microsoft Word!  





Start Menu





Scroll down the 
start menu, and 
click on Word 

2016. 





Click on 
the blank 

document.





Ribbon



Quick access toolbar



Tabs
Each tab shows a different ribbon. 



The active tab























The document



















Microsoft 
Word’s many 

symbols!
Let’s talk about...



Change Font Color





Cut, Copy, and Paste





Save





Bold, Italic, Underline





Increase and Decrease Font Size





Font Alignment





Spell Check





Undo




