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Compatibility


Making sure Word 2016 files can be opened and viewed by other users.

Earlier files will be opened in Word 2016 with compatibility mode.
 
There are a couple of ways to make sure that everyone is able to read, view, and work with Word 2016 documents.

[bookmark: _Toc345937515][bookmark: _Toc432415539]Forwards compatibility (Word documents created in earlier versions)

Forwards compatibility means using Word 2016 to open documents created in previous versions of Word.

You can open an earlier document in Word 2016 and then work in Compatibility Mode to leave and save the document in the earlier format. That way you can continue to share the document with people who aren't using Word 2016.  

Alternatively can convert it to Word 2016 format to take full advantage of the new features in Word 2016, just make your changes and then save the document, and you'll be able to choose what file format to save in.

[image: ]

The Word 2016 title bar, showing the Compatibility Mode indicator

[bookmark: _Toc345937516][bookmark: _Toc432415540]Convert a document to Office Word 2016
Once opened in compatibility mode, you can elect to convert your open document to Word 2016 format. 

1. Click the File Tab, Info and then click the Convert button. [image: ]
 
2. In the Microsoft Office Word dialog box, click OK. 




Do one of the following: 

1. To replace the original file with a file in the Word 2016 file format, click the File tab, and then click Save. 

2. To save the original document in its original file format and create another document in the Office Word 2016 file format, click the File tab, click Save As, and then type a new name for the file. 

Ensure that checkbox Maintain capability with previous version remains unchecked.


[bookmark: _Toc345937517][bookmark: _Toc432415541]Backwards compatibility (Word documents created in version 2016)
Backwards compatibility means creating documents in Word 2016 that will be viewed in previous versions of Word. 

If you are the one who created the Word 2016 file, you can save a copy of it that is compatible with Word 97-2003, Note that certain 2016 features are lost or changed when you open a document with an earlier version of Office. 


Create a document to be used by previous versions of Word

To create a document that will be used in a previous version of Microsoft Office Word, you can work in Compatibility Mode. Compatibility Mode ensures that no new or enhanced features in Office Word 2016 are available while you are working in a document, so that people who are using previous versions of Word will have full editing capabilities. 

When you create a new document that will be used in a previous version, you can turn on Compatibility Mode by saving the file in Word 97-2003 format.


1. Open a new document. 

2. Click the File Tab, and then click Save As. 

3. Select Word 97-2003 Document in the Save as type list. 

4. In the File name box, type a name for the document. 

5. Click Save. 
6. 
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There are several file types you can choose from when you save a file in Word 2016.

Word Workbook (*.docx)  
   
Saves a document 

Word Macro-Enabled Workbook (*.docm)   
 
Save your workbook as this file type when the workbook contains macros or VBA code. If you try to save a workbook containing macros or VBA as the Word Document file type, Word will warn you against this choice.

Word Template (*.docx)    

Save your document as this file type when you need a template.

Word Macro-Enabled Template (*.docm)   
 
Save your document as this file type when you need a template and the workbook contains macros or VBA.

Word 97 - Word 2003 Workbook (*.doc)    

Save your document as this file type when you need to share it with someone who is working with a previous version of Word, and who does not have the Microsoft Compatibility Pack for Office 2016.

PDF or XLS

Save your document as one of these file types to allow for saving the file in a smaller file size, in a format that looks the same on most computers and complies with industry format
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[bookmark: _Toc432415543]The Office 2016 Interface 

[bookmark: _Toc432415544]The Word Screen 
Quick Access Bar
Ribbon
Tabs
Command Groups
Dialog Box Launcher
Status Bar
Document Views
Zoom Controls
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[bookmark: _Toc432415545]The Ribbon

If you are used to using a pre-2007 version of Word you will notice that the new 2016 version looks quite different.

[image: ]

The biggest change from a visual point of view, across the whole Office suite of applications, is the introduction of The Ribbon. This replaces the old toolbars and menus system. The Ribbon brings the most popular commands to the forefront, so you don't have to hunt in various parts of the program for things you do all the time.

The commands you already know how to use are grouped together in ways that make much more sense to common tasks.


Everything on a tab has been carefully selected according to user activities. 

For example, the Home tab (or ‘Home Ribbon Tab’) contains all the commands you use most often, such as the commands in the Font group for changing text font: Font, Font Size, Bold, Italic.

The File Tab is similar to the File Menu and contains commands such as Open, Close, Save, Save As, Print etc
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The three parts of the Ribbon are tabs, groups, and commands.
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1	Tabs

There are ten basic tabs across the top of the ribbon. Each represents the core tasks that you use in Word.

2	Groups

Each tab has several groups that show related items together.

3	Commands

A command is a button, a box to enter information, or a menu.


To temporarily hide the Ribbon

If you find that you need to have more space to work on your document it is easy to hide the Ribbon temporarily. 

To do this Double-click the active tab. The groups disappear, so that you have more room.

Whenever you want to see all of the commands again, double-click the active tab to bring back the groups.
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At first glance, you may not see a certain command from a previous version of Word. Some groups have a small diagonal arrow in the lower-right corner. 

The arrow is called a Dialogue Box Launcher. If you click it, you'll see more options related to that group. Those options will often appear in the form of a dialogue box that you may recognise from a previous version of Word such as Format Font or Format Paragraph.



[bookmark: _Toc432415548]Contextual Tabs

When you select a picture, table, chart or any other object inserted into a document the additional Tools tab appears on the Ribbon, showing groups of commands for working with the design or formatting of the object. 
2
3
1
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For example if a picture is inserted:

1.	Select the picture.

2.	The Picture Tools tab appears. Click that tab.

3.	Additional groups and commands appear for working with pictures; like the Picture Styles group.

When you click away from the picture, the Picture Tools tab disappears, and the other groups come back. 





[bookmark: _Toc432415549]Customise the Ribbon
The Ribbon can be customised and new commands added to new tabs.
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A new Command Group can be added to an existing tab, the New Tab on the Ribbon or a completely new tab created.  




1.	Either right click on the ribbon and select Customise the Ribbon or select the File Tab, Options, Customise Ribbon

2.	Select the command to add from the list in the left column. You may need to change the drop down list from Popular Commands to All Commands. 



3.	Select the Main tabs area on the right, select the required Tab and expand to select the Group to contain the new command

4.	Press the Add button in centre which will transfer the command to the right column

5.	Move the command up or down to arrange the order within the group

6.	Click on OK


To Rename a Group or Tab – Select the group or tab and then the rename button


To Create a New Tab or Group – Select the New Tab or Group before transferring the command

To reset the Ribbon select the reset button



Note:	A command must be added to a group and not directly to a Tab.





[bookmark: _Toc432415550]The Mini toolbar
Some formatting commands are so useful that you want to have them available whatever you are doing.

[image: ]The mini toolbar shows you quick formats you can apply without moving your sight away from where you are typing, up to the Ribbon and toolbars. The only criticism is that sometimes if you are heavy-handedly clicking to select, cut, paste text sections and elements you inadvertently apply format changes through nudging mini toolbar buttons.


Select your text by dragging with your mouse, and then point at the selection. 

The Mini toolbar will appear in a faded fashion.

If you point to the Mini toolbar, it will become solid, and you can click a formatting option there.





[bookmark: _Toc432415551]The Quick Access Toolbar
The Quick Access Toolbar is the small area to the upper left of the Ribbon. It contains the commands that you use on a regular basis such as Save, Undo, Email and Quick Print. 
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You can add your favourite commands to it so that they are available no matter which tab you are on.

For example, if you use AutoFilter every day, and you don't want to have to click the Data tab to access the Filter command each time, you can add Filter to the Quick Access Toolbar.
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To customise the Quick Access Bar

1. Right-click on the arrow on the end of the Quick Access Bar

2. Select the required command from the list

3. If the command required is not visible then select More Commands

4. Select Popular commands or All Commands from the drop down box on the left

5. Select the command required

6. Press Add to transfer to Quick Access Bar



To remove a command from Quick Access Bar


Right click the Quick Access Bar and remove the tick against the command to be removed
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Using the keyboard (Key Tips in v2016)
Press ALT to display the Key Tip badges for the Ribbon tabs and the Quick Access Toolbar.











Shortcuts that start with the CTRL key (for example, CTRL+C for copy, or CTRL+ALT+1 for Heading 1), remain the same as in previous versions of Word. 

Note: You can still use the old ALT+ shortcuts that accessed menus and commands in previous versions of Word, but because the old menus are not available, you'll have no screen reminders of what letters to press, so you need to know the full shortcut to use them.

Cycling Key Tip Layers

1. Press ALT to see the Key Tips for all the tabs.

2. Press the Letter or number of the tip to get to the next level.

Eg ALT, H, N will take you into paragraph numbering
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Using the Arrow Keys to Navigate the Ribbon

After the focus is in the Ribbon, you can also move around by using the arrow keys.

[image: ]

Figure A‑5: Navigating using the Arrow keys


The LEFT ARROW and RIGHT ARROW keys move you to the adjacent tabs. 

The UP ARROW key moves the focus to the Quick Access Toolbar. (From there, use the LEFT ARROW key to move to the File Tab).

The DOWN ARROW key moves you into the active tab, where you can move further using the other arrow keys. 

Tip: you start moving around the Ribbon like this, the Key Tip badges disappear. Get them back by pressing ALT twice.

Using the TAB key to Navigate the Ribbon

The TAB key cycles through all the commands in one group on the tab before moving on to the next group.

[image: ]
Figure A‑6: Navigating using the TAB key

You can also navigate the Ribbon by using the TAB key. After you press ALT to move the focus to the Ribbon, pressing the TAB key cycles through all the commands on the active tab, group by group.
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[bookmark: _Toc432415554]File Menu Options

One of the main differences between Word 2016 and pre 2010 versions is the return of the FILE menu or button which replaces the Office Button in Word 2007.

Options on the File Menu
	
Info
	
Contains information on document properties, document protection, checking for issues and managing versions

	
New
	
Shows the new templates available to create a new document

	
Open
	
Allows for opening an existing document from a saved location eg Computer or Sky Drive. This also shows a list of recently used documents.

	
Save
	
Allows for a quick save on an existing document

	
Save As
	
Gives the options to change the save location ie onto the SkyDrive or to Browse for a location on your Computer.  You can then select the file type required

	
Print
	
Shows the document in Print Preview and all print settings eg printer, number of pages, paper options

	
Share
	
Options to Invite other people share with SkyDrive, Email, Present online or Post to Blog

	
Export
	
Options to create a PDF or XPS files or to create another file type

	
Close
	
Closes the document and prompts to save

	
Account
	
Shows Microsoft Account User information

	
Options
	
Allow for all Word Options to be edited
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File Menu features


Enhanced Templates

A new more comprehensive range of templates that can be used to create new documents.


Edit PDF files in Word 

An option to open, edit and PDF files in Word



File Saving Options


Saving files to a shared Sky Drive

Saving files to a shared Sky Drive location that will allow you to invite other users to share and edit the document



The Office Presentation Service

This will allow you to let other users follow in their Web Browser.  Invitations to view are sent by copying the link, email or IM in Lync (if available)


Posting to a Blog

Create a new blog using the document






[bookmark: _Toc432415555]Screen Views and Document Navigation


Screen Views

The Screen Views in Word now consist of:


Read Mode
Print Layout
Web Layout










Read Mode 

This view allows for quick reading in easy to read columns.  The document is displayed without any of the editing tools or the Ribbon but with handy reading tools such as Define, Translate and Search with Bing.  

To move between the pages click on the right and left arrows or if using a touch screen then swipe across the screen,

You can also copy, comment and highlight within the document. The Navigation Pane can be displayed for easy searching within the document.

To return to edit the document select the Print Layout Option



Print layout 

This view shows the document as it would appear in Print Preview with margins, headers and footers and full editing tools


Web Layout 

This view shows how the document would look as a web page



[bookmark: _Toc432415556]Navigation Pane

The Navigation Pane is accessed by selecting the View Tab then Navigation Pane and you can see at a glance where you are in the document and navigate quickly through it by headings or pages. 

Heading displays just the headings in the document 

Pages shows a thumbnail of each page

Use the search box to look for text, comments and pictures which will show in the results.


[bookmark: _Toc432415557]Expand and Collapse Text 

Expand and Collapse Text in a large document by using styles for headings and a small triangle will appear when the cursor is moved over the heading. 

Click the triangle to expand or collapse the body text and subheading below it.

To collapse or expand all headings in your document right click the heading, tap or click expand/collapse and then tap or click expand all headings


[bookmark: _Toc432415558]Automatic Bookmarks 

Automatic Bookmarks allow you to pick up where you left off, which if signed into Office, Resume reading will work on a different computer or other device


[bookmark: _Toc432415559]Building Blocks 

Building Blocks contains a new set of cover-page and header/footer styles




[bookmark: _Toc432415560]New Graphics features

Alignment guides 

Alignment guides allows for easy alignment for objects, charts, photos etc. 


Live preview 

Live preview with live layout when an object is resized, moved or updated


Online video 

Watch online video directly on screen without leaving the document or insert an online Picture


Design tab 

Design tab allows access to all the design features such as style and themes sets in one place



[bookmark: _Toc432415561]Sharing Documents

Simplified mark-up

Simplified mark-up is new default which provides a clean, final view of your marked up documents but you still see indicators where comment an changes have been made.


Comments

Comments also have reply button and the contact details of that person.  They can also be marked as done.



[bookmark: _Toc432415562]Tracking

Tracking can password protected so that it can be locked on for review 


[bookmark: _Toc432415563]Touch Access

Word 2016 is designed for touch as well as mouse and keyboard.  The spaces between the buttons can enlarged and the Touch/Mouse Mode button can be added to the Quick Access Bar.

[bookmark: _Toc432415564]Do things quickly with Tell Me

You'll notice a text box on the ribbon in Word 2016 that says Tell me what you want to do. This is a text field where you can enter words and phrases about what you want to do next and quickly get to features you want to use or actions you want to perform. You can also use Tell Me to find help about what you're looking for, or to use Smart Lookup to research or define the term you entered.

[image: Shows the "tell me" search box on the ribbon in Word.]

[bookmark: _Toc432415565]Work together in real time

If you store your document online at OneDrive or SharePoint, and then share it with colleagues who use Word 2016 or Word Online, you can see each others' changes to the document as they happen. After you save the document online, click Share to generate a link or an email invitation. When your teammates open the document and agree to automatically share changes, you'll see their work in real time.
[image: Can edit and Share options are highlighted in the Share dialog box]

[image: Other People Are Editing This Document prompt is shown from Share command]

[bookmark: _Toc432415566]Insights into what you're working on

Smart Lookup, powered by Bing, brings research directly into your Word 2016. When you select a word or phrase, right-click it, and choose Smart Lookup, the Insights pane opens with definitions, Wiki articles, and top related searches from the web.

[image: Smart Lookup is highlighted when you right-click some text or an image]
[image: Shows the Insights pane in Word]


[bookmark: _Toc432415567]Ink equations

Including math equations has gotten much easier. Now you can go to Insert > Equation > Ink Equation any time you want to include a complex math equation in your document. If you have a touch device, you can use your finger or a touch stylus to write math equations by hand, and Word 2016 will convert it to text. (If you don't have a touch device, you can use a mouse to write, too). You can also erase, select, and correct what you've written as you go.


[image: The Equation option is highlighted on the Insert tab]
[image: Shows the ink equation pane in Word]


[bookmark: _Toc432415568]Improved version history

Now you can go to File > History to see a complete list of changes that have been made to your document and to access earlier versions.
Simpler sharing

Click Share to share your document with others on SharePoint, OneDrive, or OneDrive for Business, or to send a copy as an email attachment.

[image: The Share icon is highlighted on the right side of the ribbon]
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Using the Arrow Keys to Navigate the Ribbon

After the focus is in the Ribbon, you can also move around by using the arrow
keys.
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Figure A-5: Navigaling using the ArTow Keys

The LEFT ARROW and RIGHT ARROW keys move you to the adjacent tabs.

The UP ARROW key moves the focus to the Quick Access Toolbar. (From
there, use the LEFT ARROW key to move to the File Tab).

The DOWN ARROW key moves you into the active tab, where you can move
further using the other arrow keys.

10

Tip: you start moving around the Ribbon like this, the Key Tip badges disappear.
Get them back by pressing ALT twice.

1

Using the TAB key to Navigate the Ribbon

2

The TAB key cycles through all the commands in one group on the tab before
moving on to the next group.
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