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Introduction 

This booklet is the companion document to the Word 2016: Formatting Your Document workshop. The 

booklet will show users how to apply preset styles and modify them, how to insert tables, headers, footers, 

and page numbers, and how to use section breaks in your document. 

 

Learning Objectives 

After completing the instructions in this booklet, you will be able to: 

 Create styles and use them to format document text. 

 Create and modify tables. 

 Insert section breaks in a document. 

 Format the document text as columns. 
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