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Introduction

This manual will detail most of the menu options found in the Word 2003 menu View.
The View menu options discussed in this manual are:

Normal, Web Layout, Print Layout, Reading Layout, Outline

Ruler

Document Map

Thumbnails

Header and Footer

Footnotes

Full Screen

Zoom

Each menu item will be defined and will provide reasons to use that particular menu
option. Following the background information, there will be a Step-by-Step that will
provide instruction on how to use the tools and commands. Some processes that you
perform from the menu, can also be done other ways. If there is an Alternative method,
this would be the last part of each lesson.

Note: The Task Pane and Toolbars options are not discussed in this manual. Please see
the Introduction to the Word 2003 Series manuals for how to use these options.
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Normal, Web Layout, Print Layout, Reading Layout, Outline

Definitions
Word Definition
Normal View Shows the page with simplified layout for easy typing, editing and

formatting. Not all capabilities are available with rulers.

Web Layout View

Shows how the document will look as a web page.

Print Layout View

Shows how the items in your document will be positioned on the
printed page. The rulers are present.

Reading Layout
View

Shows the document in a manner that is optimal for reading. This
view does not display the document in a way the document is
formatted for printing.

Outline View

Shows the structure of a document and you can move, copy, and
reorganize text by dragging headings. Styles must be used
consistently for this view to work successfully.

Why would you use this?
o You would use the different views to tailor your working window to meet
your needs for the specific document and task.

Step by Step

What you do What happens

1. From the menu choose:

View, Normal

Notes:

» You cannot use the Drawing
toolbar in this view.

=  The headers and footers are not
visible in this view.

= Page breaks appear as dotted

lines.

alflx]
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What you do What happens

2. From the menu, choose: Layout view displays.
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What you do What happens

4. From the menu choose: The Reading Laxout Disglaxs. .
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Alternative Methods

What you do What happens

1. An alternative method to using the | The View icons.
menu would be to use the View X
buttons in the bottom left corner of

] wob page
J E-mad message
] From eacsting documert...

ety
the window.
e T e N N OO A gd - L-A-===ad]
If you reSt the Cursor Over eaCh A Page 3 Sec 1 318 ar 32" Ln 12 <ol 32 REC TRK EXT OW%R m
icon, a screen tip will display with
the view name.
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Ruler

Why would you use this?

To set tabs and indents.
To change the margins.
Adjust column widths.

Step by Step

To get an idea of where you are on a page in terms of measurements.

What you do

What happens

1. From the menu choose:
View, Ruler

This is a toggle selection. If there

is a checkmark next to the

selection the rulers will be visible.

Notes:
= The horizontal ruler is only

visible in print layout, normal,

and web layout views.

= The vertical ruler is only
visible in print layout view.

2. If the rulers do not appear after you
select this option, go to the menu

option:
Tools, Options

On the View tab, check (or
uncheck if you want one or both
removed) Vertical Ruler.
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Document Map

Definitions

Word Definition

Document Map Pane that displays a list of headings in the document. Use it to
quickly navigate through a document and keep track of your
location in it.

Why would you use this?
o To quickly navigate through the document.
o To help keep track of your location in the document.

Step by Step

What you do What happens

1. From the menu choose:
View, Document Map

A side pane with the outline of the document displays.
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2. The location you are currently at in
the document will be highlighted.

To go to a different location in the
file, click on it in the side pane.

Note: You need to utilize Word
Styles for the Document Map to
provide an outline of the
document.
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3. To turn the Document Map off,
choose from the menu (again)
View, Document Map.
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Alternative Methods

What you do What happens

1. To turn on Document Mapping,
you can click on the Document

Map icon found on the
Standard toolbar.

2. To turn off Document Mapping,
you can click on the Document

Map | icon again.

This is a toggle button.
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Thumbnails

Definitions

Word Definition

Thumbnails (Per Microsoft Help) Small renderings of each page in your

document, displayed in a separate pane. Thumbnails give you a
visual impression of the content of each page.

Why would you use this?
B To get a glimpse of the entire document as you are working.
o To quickly jump to a page by visually identifying it.

o
Step by Step
What you do What happens
4. From the menu choose: The Thumbnail pane displays.
VieW, Thumbnails A ([ o . ol
TABLE rJF(‘ONIiNIﬂ ~
R = ;
o - q
L =~ .
B - i
e i
- [y u.m;n'- :‘: EI’;’J‘-_J ACEd a.gA:E as)
5. You can use the vertical scroll bar
to the right of the pane to move
through the document via
thumbnails.
6. You can quickly jump to any page
in the document by clicking on the
thumbnail.
7. This is atoggle option. To turn the
Thumbnail view off, reselect it
from the menu.
Ver. 2005.09.27 Learning Technologies/Software Training Page 11
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Header and Footer

Why would you use this?

o To add a document name to the file in the top or bottom margin.
o To add a date to the document in the top or bottom margin.
o To add page numbers to a document in the top or bottom margin.
a
Step by Step
What you do What happens
1. From the menu choose: The Header and Footers disglax.
View, Header and Footer e B0t o et s i b ke s Gommer
IBHRA SR YR B 9-c-afoauE I -6 weenBin
A Hower .vmhn.,m..ir,nJulglil:ivi_i_:F:FLl-*"A'!
...'fj .\.}..‘.D.-h.j.,_.. = -8 G Ali gk s

AT

2. The header and footer sections of
the document are available for
entry.

The Header and Footer toolbar
appears as well.

3. You can enter text into the header
and footer areas.

The Tab key will move you from a
Left tab, to a Center tab, and then
to a Right tab.

4. To insert a page number, click on

the Insert Page Number ‘ﬂ1 icon
on the toolbar.
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What you do What happens

5. To format the page number, click | The Page Number Format box displays.

on the Format Page Number X
T
icon. Murmber format: Wﬂ

[ Include chapter number
Chapter skarts with skyle IHeading 1 j

Ilse separatar: I- thyphen) j
Examples:  1-1, 1-4&

Page numbering
i* Conkinue from previous seckion

" Stark at: I 5‘
(] 4 I Cancel

6. You can format the page number
on this box.

You can also force Word to start
the page number at a number other
than 1. You would do this if you
set the option for a different first
page. To do this, you want to click
in the radio button for Start at and
then enter the page number you
want started on this page.
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What you do

What happens

7. On the Header and Footer toolbar,

The Layout tab.

you can click on the Page Setup 2l x|
A icon. Margins I Paper  Layout |
i Secti
On the Layout tab you can click on e;eftinon start: (R |
the options for Different odd and -
.. . N ppress endnotes

even. This is a great option if you
are going to be printing the
document as a manual. This H‘;ider_s and footers
option will give a “mirror effect” I Oitoran, oo ore e
with the header and footers.

From edge: Header: IEI.S" E‘
You can also select the option for Footer: [0.5" =
Different first page which will Page
allow you to have a different (or Vertical alignment: Tap -
not any) headers and footers on
just the first page of the document. AR

Apply ko =
Other helpful options on this box [whole documert =] ==
are the Header and Footer (From ———
edge) fields. You can make the ——
header and footers closer to the Line Mumbers... | Borders... | e
edge or further from the edge.

g g m oK I Cancel
8. Later, you can edit a header and/or
footer by double clicking on the
text. This will open the header and
footer areas for editing as well as
the Header and Footer toolbar.
You can also use the menu option
of View, Header and Footer to
open the areas for editing.
Ver. 2005.09.27 Learning Technologies/Software Training Page 14
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Footnotes (view)

Definitions
Word Definition
Footnote A footnote provides an explanation for specific text in the

document and it appears at the bottom of the page that the specified
text is found. A footnote consists of a reference mark and note text.
The reference mark is typically a number and the reference mark
then matches the number next to the footnote at the bottom of the

page.

Here is an example of a footnote: /

This is ah exanple of what 4 footnl
basic example so ol cary ses via1ally

goald look ke s doomwert, Thiswrill be 4
What to look for.

Focrute: A footrote & o markore that will alloar-mato ald commerds rotes,or T to
somethite tthe doomerdt.
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Why would you use this?

Step by Step

To provide an additional explanation for something in the document.
To add comments for specific text in a document.
To provide references for a specific text in a document.

What you do

What happens

1. From the menu choose:
View, Footnotes

The cursor goes directly to the footnotes on the closest
page with footnotes.

]
L f L L S E L I SR

E'Thisis-fu otnote 3

2. To find out how to create
footnotes, see the manual for the
Insert menu options.

Adding footnotes can be done by
using the menu option of Insert,
Reference, Footnote.

Alternative Methods

What you do

What happens

1. You can directly go to any
footnote, by scrolling to the bottom
of a page with the footnote and
double-clicking over the footnote
number.
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Full Screen

Definitions
Word Definition
Full Screen Shows you the document in the entire screen area. This view

removes the toolbars and menu.

Why would you use this?
o To start off a presentation or training session with a title or introduction slide.
o To view your document without the toolbars and menus.
a

Step by Step

What you do What happens

1. From the menu choose: The window appearance adjusts:

View, Full Screen

Tutraduc fion§
1

The i i ptioes dcnnd o s sl
aien
-
nPuge Satg]
v Te]
i a+impernd]

ogtem g there wilbe o Strply-Srp

INite=
o e the st part o each e o/
1

Puge Irest
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What you do What happens

2. Thereis a Full Screen floating
toolbar available.

Full Screen -
Close Full Screen
You can click on the Close Full

Screen button to return to the
previous view.

You can also click on the Esc key
to return.

3. If you need to access the menu,
move the cursor over the top of the
window (where the menu would
be) and it will appear. In the Full
Screen view, it is hidden.

4. You may want to adjust the Zoom
before doing this. This will allow
you to see the maximum amount of
information in this view.
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Zoom

Why would you use this?

o To see more or less of your document while you are working.
o To view the document in thumbnails.

o
Step by Step
What you do What happens
1. From the menu choose: The Zoom box displays.
View, Zoom zoom
" page width " Many pagss:
™ Text width =5
" whole page v
Percent: I?S% 5‘
Prewigw
12 pk Times MNew Roman
AaPhCeDdEeXx Yy iz
AaBbCeDdEe Xy Vyiz
AaBhCeDdEe X xVyiz
AaBhCeDdEexVviz
o —
(0] I Cancel
2. You can adjust the zoom of the
page by 200%, 100%, 75%, Page
width, Text width, Whole page, or
Many pages.
You can also put in a manual
number in the Percent field.
Ver. 2005.09.27 Learning Technologies/Software Training Page 19
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What you do

What happens

3. Click on the OK button to return.

The page with the new zoom. This is an example of Many

g%_;

Be Ed Yew juet Fomst Jook Tgbe Window Heb  Adobe OF  Acchat Comments

dEdG SR TR swa -0 AP0ENE IE] - seanlmm])
M soenl s Cwts s Temtembinn - 14 - ([B]7 U E[EEmEEERED-Y-A-]

3 3 wor ol E) e Oe - 0 0 - - 3 2

Alternative Methods

What you do

What happens

1. Click on the drop down arrow for | The Zoom drop down expands.
the Zoom toolbar button.
% x S00%
200%
150%:
100%
0%
25%
10%
Page wWidth
Text Width
whole Page
Twio Pages
2. Scroll down and make a selection.
3. You can also manually enter a
number in the Zoom field and
press the Enter key.
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