MOS Study Guide for Microsoft Word 2016 Expert
Insert and modify captions
Tables

	Model
	Size
	Color
	Price

	AA
	Large
	Red
	$19.00

	BB
	Small
	Blue
	$15.00

	CC
	Small
	Green
	$15.00



	Product
	Price
	Discount

	Milk
	$2.95
	10 percent

	Eggs
	$3.99
	5 percent

	Fruit
	$5.00
	10 percent





[bookmark: _GoBack]Screenshots

[image: ]

[image: ]

image2.png
Word Options. 7 X
General P &
o

oy Pasting within the same document: Keep Source Formatting (Default) ~
Proofing Pasting between documents: Keep Source Formatting (Default) ~ [
sove Pasting bekween documents when sy defintonsconfict
Pasting from other programs: Keep Source Formatting (Default) ~
Inserfpasepicures 5

Keep bullets snd numbers when pasing text with Keep Text Only option
) Use the Inset key for paste

Quick Access Toolbar
[] Show Paste Options button when content is pasted

Add-ins [ Use smart cut and paste @ | Settings.

Trust Center

Pen

2] Use pen to selectsnd interact vith content by default





image1.png
Page Setup

Margins  Paper  Layout

Margins.
Top: o7& B
nside: =3 z
Gutter: o z

Orientation

Portrait  Landscape

Pages

Mutiple pages: | Mirror margins

Preview

Apply to: [This section 5

et As Defauit

Bottom: o83
Outside: S
Gutter position: Lett

Cancel





