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Useful tips on Microsoft Word 2016

With Word 2016 updated with many new features, some tips will help you to work more effectively in the
process of writing text content.

Becoming the leading text editing tool today, Microsoft Word brings users 2016 version with many changes and
updates to new features. In this article, we will guide you to the necessary features and tips when working with
Word 2016.

1. Copy unformatted text:

Normally when we copy and paste certain content from different sources on the network, the original format will
stick. Therefore, the copy speed will be slower when formatting.

Therefore, it is necessary to completely remove the original formats. First, copy the text from another source,
then click the Paste menu above. Select Paste Unfor matted to paste the removed original text.
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2. Select non-contiguous paragraphs of text:

This operation is aso very familiar to anyone when working with Word documents. And in Word 2016, to select
non-contiguous documents, press and hold the Ctrl key, then black out the text to select.
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- Microsofi's definition. A DHCP server would be set up
mhwmhammmm Such s=ttings would include a set of fundamental
parameters such as the gateway, DNS, subnet masks, and a range of IP addresses. Usmng DHCP ona
network means adminsstrators don't need to configure thess settings mdividually for each chient on the
network. The DHCP would automatically distribute them to the clients itself

The DHCP server assigns a chient an [P address taken from a predefined scope for a given amount of time. If
an [P address o requared for longer than the Lease has been set for, the clicnt must request an exteniion before
the lease expires. If the client has not requested an extension on the lease time, the [P address wall be
contdered free and can be assigned to anothes chient, If the uier wishes 1o change [P address then they can do
%0 by typing “ipconfig /release”, followed by "ipconfig /renew” in the command prompt. This will remove the:
cusrent [P address and request a new one. Reservations can be defined on the DHCP server 1o allow cenam
clients 1o have thew own IP address (thas wall be discussed a linle later on). Addresses can be reserved fora
MAC address or 8 bost pame 3o these clients will have a fixed IP address that is configured sutomatically
Most laternet Service Providers use DHCP to assign new [P addresses to client computers when a customer
connects io the miernet - this sumplifies things at user level

The above diaeram dinlavs a simole structure consisting of a DHCP server and a number of chent comouters

3. Extract theimage used in the document:

With documents with multiple images in the content, to copy all the images there is a much simpler way than
you copy each image one by one.

Step 1:

First, click File> Save as> Save as type then select Web Page .
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Step 2:

In the File name section will be the place to store the copied images. We just need to open that folder and find
all the images we need in the document.
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In addition, with the .docx extension, change the name with the .zip extension. Open the .zip file and navigate to
the folder containing the document image you want to use.

4. Crop theimagein the text:

In addition to editing and editing text content, Word also offers many other tools to support users, such as
options for processing internal images in content.

Step 1.

To crop the image in Word 2016, click the Format item from the ribbon to activate Picture Tools. We will then
select the Crop button to crop the image.

Next, you just need to shrink the image to the size you need.
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Step 2:

After adjusting the right scale, press the Crop button to apply the new size to the image.
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5. Include and divide cellsin Word content:

In addition to editing the content of Word documents, creating and processing tables are often required,
especially the operation of merging and dividing cells.

To work with tables, first click the Layout on the ribbon. To merge cells together, highlight them then press
Merge Cells button. To split acell into multiple cells, click the Split Cells button.
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6. Break the Word page faster:

Usually to end an old page and go to a new page, we'll think about using the Enter key. However, with Word
2016 you can do it faster thanks to the Page Breaks feature.

The Page Breaks function allows us to break the current and new pages faster. The content before the page break
if edited will not affect the textual content layout at the back. In addition to page breaks, we can aso use Word

page breaks to split text columns.



To interrupt the Word 2016 page, select the Layout> Breaks tab > Next Page . This will create a brand new
page and the mouse pointer will appear on the new page.
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7. Reduceimage sizein Word:

In addition to adjusting the image using Crop, we can aso reduce the image size with the Compress Picture
feature.

Step 1.

Click on the image to reduce the size of the text, then click on the Format tab.
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Step 2

In the Adjust group, click the Compr ess Pictur es button.
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Step 3:

At Compress Pictures, we select Email to automatically reduce the size of documents for sharing. In addition,
we can choose options to reduce file size such as Print or Web.
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8. Mail Merge:

Thisis afeature available in most Word versions, used to create a series of documents with the same content. If
we need to create newsletters, invitations, leaflets, this feature will be very helpful.
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9. Start Safe Mode Word mode:

This mode will help users to troubleshoot problems and problems when handling text content.

First press Windows + R key combination and then type windows / safe and press Enter. Shortly thereafter,
Word will be started and does not contain add-ons, limiting error conditions when opening.
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10. Restor e content from a corrupted Word document:

The problem of not opening Word files is not uncommon. And to recover those corrupted files, you can use the

features available in Word.

Step 1.

To restore the file, in the Word interface, click File> Open> Browser> select the corrupted document . Next,
select Open and select Open Repair .
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Step 2:



If the file opens successfully, copy the content to a new Word page and save thefile.

Y ou can also refer to more details on how to do thisin the article How to recover a corrupted or lost Word 2016
document.

Here are a few useful tipsin Word 2016. These tips are relatively ssmple, the implementation is not too difficult
but will be used often if we work with Word documents.

Refer to thefollowing articles:

1. 8tipsor handling columnsin Microsoft Word
1. Instructions on how to create framesin Word 2007, 2010, 2013
1. How to quickly convert Word filesto PDF?

| wish you all success!

Y ou finished reading the article "Useful tips on Microsoft Word 2016" edited by the TipsM ake team. We hope
this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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