Help

By now, you’ll have noticed that there are a lot of things that you can do
with Microsoft Word, and we’ve only scratched the surface. No matter
how many books you read or how many courses you take, it’s virtually
impossible to memorize everything. Luckily, Word comes with a few
different help tools so that you can find answers to your questions.

Topic Objectives

In this topic, you will learn:
= How to use the new “Tell Me” feature
= How to access advanced help options

USING TELL ME

Microsoft Word 2016 features a new natural language help feature. To
take advantage of it, type your question in the box by the ribbon tabs:
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As you type, you will see various links to the related topic:
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At the top, you will usually see shortcuts to related commands (1). (If a
command is greyed out, it means that it is not currently available.) Next,
you will see an option to open the traditional Help window (2). Finally,
there is usually an option for Smart Lookup (3), which will search for the
term(s) using the Insight feature.



ACCESSING ADVANCED HELP OPTIONS

When you choose a “Get Help” entry from the Tell Me results, you will

see the traditional Help window:
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Video: Insert online video

see it as an option, click the YouTube button at the
bottom of the Insert Video window.

Video: Add formatting to a TOC

We've done some customizing, but what abou
specific changes to font styles or margins, thi
that? In this video, you'll see how to add for

Video: Add headers, footers, marqgins,

and rulers to a page

the margins, and show the ruler.

Video: Add custom entries to a TOC
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If you want to add videos from YouTube and you don't

This video tutorial shows you how to add headers and
footers such as page numbers to a document, change

In this viden we'll use the TC field to add custom entries
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(You can also use the F1 shortcut to open the default page of the Help

file.)

In the top right-hand corner, you will see the Minimize,

Maximize/Restore, and Close buttons (1). Also at the top is the Help
toolbar (2) and search bar (3). The main part of the window shows the
main help content (4). You can browse through the help content by

clicking the blue text, called a hyperlink.



This text is linked to relevant information. For example, the “Video: Insert
online video” link will show content for adding an online video to a
document:
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Video: Insert online video

Insert online videos that you can watch right in Word
without having to leave the document.

1. Click Insert > Online Video.

2. In the Insert Video window, you can search for v

A e s e T T T o A e P

=5

You can perform a new search for help information by typing keywords
into the search bar and pressing Enter. After a moment, any results Word

thinks are relevant will appear in a list. Click one of the topics in that list
to view more information about it.



The Help Toolbar
The Help toolbar contains commands similar to those you would find in a
Web browser. In fact, the Help window behaves very much like a Web
browser that only searches for information relevant to Word 2016.

Back

Forward

Home

Print

Text Size

A

Move back one step at a time through the help
topics you have previously read.

If you click the Back button, the Forward button
will become active. This lets you step forward
through the topics you have visited.

Click this button to return to the default Help
page.

Prints the current topic.

Use this to make the text in the help file larger
or smaller.



Activity- Help

A co-worker has provided you with some sales information. You need
help improving the look of the table.

1. Double-click the Activity 1-3 file to open it in Microsoft Word 2016:

. Activity 1-3
mE Microsoft Word Docurnent

—| 11.9KE

2. Click to place your cursor anywhere in the document’s table:

Eales Data for Quarter 1

) Name Rank Price Sales
Screwdriver 1 520.00 800
Hammer 5 £23.00 250
Nails 3 I $26.00 1800
Widget 9 $25.00 625
Level g $15.00 210
Bolts 10 520.00 1200
Rope 7 518.00 525
Chisel 2 $16.00 430
Staple Gun 6 $14.00 150
All-in-One Tool 4 512.00 150

3. Now, let’s learn about our options for styling tables. Click inside the
“Tell Me” field at the top of the ribbon interface:
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4. Type “table style:”
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5. Click the “Get Help” link:

Activity 1-3 - Word T Is
GCIWCMM Insert  Design  Layout  References  Mailings  Review Design  Layout @ tablestyld

L) Cut . 1B Table Styles »
e Colibri Body) ~[11 <[ A A7 Aa- ke 2L aambcene| | )
Copy Banded Columns

Paste

. 2 L oaky - . ~F
= & FormatPainter | B L M -aex x| B -CF- A &-E INormal 11 Banded Rows
Clipboard ] Font F] Paragraph F]

m

B Bibliography Style 3
v Header Row
@) Get Help on "table style"

Smart Lookup on "table style"



6. The full Word 2016 Help window will open. Click the “Style basics in
Word” link:
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Style basics in Word L

In Word 2010, styles, Q Styles, and themes work
together to create a professionaldooking document that
you can easily update to meet your needs.

Add a border to a table

Apply a table style. Table styles add coordinating
borders, shading and text formatting. Click inside a
table, and then click the Table Tools Design tab.

Create a table of contents in Word 2016

for Windows

Create a table of contents in Word 2016 for Windows.
To create a table of contents that's easy to keep up-to-
date, apply heading styles to the text you want to _.

Format or customize a table of contents v
Format ar customize a tahle of montents In the Stule

(If you do not see this link, you can choose any other article.)



7. Scan through this article. When you are finished, close the Help

window:
=
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Style basics in Word

Microsoft Word 2010 makes it easy to use styles

without having to know much about them.

This article explains how styles work to save you time

and make your document lock good, and the

relationship between styles and two other features:

Quick Styles and themes.

In this article

¥ Styles save time and make your document look

good

4 Character and paragraph styles

% Styles, Quick Style sets, and themes

4 Customized styles
W
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8. Type “table style” in the Tell Me field once again:
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9. This time, click the Table Styles command. You will see a gallery of
table styles:

10. Move your mouse over the different styles. You will see each style
previewed on the table as you do this:
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Once you have found a style that you like, click it to apply it.



11. Save your document as Activity 1-3 Complete. Close Microsoft Word
2016 to complete this activity.



