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Word 2016: Major Differences  
This help sheet will guide you through the differences between Microsoft Word 2010 
and 2016. 

 

 

Introduction 

There are very few changes between the versions and very few items have been moved. The 
major difference is in the ‘look and feel’ of the application so you should not have too many 
problems getting to grips with the new version of Microsoft Word. The main differences are 
outlined below. 

The important bit… 

New Start Experience (User Interface) 

Previously when Word 2010 was launched a new document was automatically presented 
ready for the user to type into. Word 2016 presents the user with a series of templates which 
can be used to speed up document production.  
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You will notice that the first item on the list is a Blank Document, clicking this will launch a 
new blank document. The second option is Take a tour, this will enable you to see the new 
features in Word 2016. 

To the left is a list of recent documents opened and beneath this the Open Other Documents 
icon, click on this to browse your folders. To the left you will see the list of items which has 
previously been on the File menu/tab. Choosing This PC or Browse will display you own 
directory. 

 

Note: The arrow in the top left-hand corner will return you to the document you are working 
on. 

Storage Options 

Word 2016 allows documents to be stored directly into your OneDrive if you have one so that 
everything is stored in the ‘cloud’ and is available from any location. Please note that this is 
not recommended for confidential information. Other locations can be added e.g. Dropbox. 
Again this is not recommended for security reasons.  

Ribbon 

The ribbon has been redesigned. The main differences here are in the presentation of the tabs 
and the icons which have been streamlined. The main addition to the ribbon in Word 2016 is 
the Design tab which gathers some of the design elements which were previously on other 
tabs. The Page Layout tab is now simply called Layout. 
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The New Design Tab 

This new tab on the ribbon contains the Themes and Page Background groups from the Page 
Layout tab and the Document Formatting (Style formatting) from the Home tab. 

 

You will notice that despite the Document Formatting now being on the Design tab, Styles are 
still applied from the Home tab. 

Media 

Images 

Clipart has now been removed from Word 2016 and all images are now web-based which 
relies on having an Internet connection. The ClipArt icon has been replaced by Online 
Pictures. Object zoom will allow you to click on an image and see and enlargement of it. 

 

Video 

Similarly media clips such as YouTube videos can be imported directly by using the Online 
Video icon.  
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Text Wrap 

There are now some enhanced features of Text Wrap. Images to which text wrap has been 
applied can now be anchored so that it can Move with text or Fix position on page so that 
the image will not move but the text will continue to flow around it.  

There are also Alignment Guides which align an image to the first line of text in an associated 
paragraph. 

A layout options icon will appear next to an image you have inserted into the document. 
Clicking on this will open the Layout Options, note that the Format Picture options now appear 
on the right hand side of the screen. 

 

Comments 

Whilst collaborating in document development, comments can be applied by proof readers. 
The new commenting option enables a comment to be made on a comment so that threads 
of discussions can be followed more easily. This can now be accessed by using the right-click 
in a document. The comments can be displayed or collapsed. In this case a simple Mark-up 
bubble will appear in the document. 
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And the not so important stuff… 

Table Design 

New features are available to enable you to enhance the look of your tables such as border 
fill, line style etc. 

New rows can be inserted by clicking anywhere on the table rather than at the beginning of 
the row. 

Reading Pane 

A new full screen reading pane is available. This automatically resizes the document to full 
window size and enables touch swipe to navigate between pages, but this only works if you 
have a touch screen. 

 

Long Documents 

These can be expanded and collapsed in a small area of the document. For example, the 
headings can be presented so that parts of the document can be skipped and only those 
sections of interest can be expanded. 

Share Option 

Documents can be shared online by using the File, Share, Present Online options. This 
includes SharePoint so documents can be uploaded directly. 

Bookmark Feature 

A new bookmark feature has been included which enables documents to be synched across 
machines so reading a document at home will jump to the last page read at work, much like 
e-readers and tablets.  
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Export 

The old feature called ‘Save and Send’ is now called Export on the menu. 

Real-time Co-authoring 

You can have multiple authors working on the same document at the same time. Edits being 
made are visible immediately 

And now for the really useful stuff… 

PDFs 

You can now open and edit PDFs in Word 2016 without the need for conversion or the need 
for Adobe Acrobat. 

Pick up where you left off 

When working on a long document, a bookmark is automatically saved so that you can jump 
to the point you were working on when the document was last closed. 


