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CHAPTER TWO:  VIEWING DOCUMENTS 

 
There are five ways to display a document in Microsoft Word: Normal View , Web Layout  View , Print 

Layout  View , Outline View , and Reading Layout View .  
 
In addition to the five viewing modes, there are three other options to h elp display your document in 
Word: Thumbnails View , Document Map View , and Full Screen View . 

 
 
This Chapter Will Include: 
 

 Changing Document Views 

 Normal View 
 Web Layout View 
 Print Layout View 
 Outline View 
 Reading Layout View 
 Thumbnails View 
 Document Map View 
 Full Screen View 

 Splitting a Document 
 Comparing Two Documents Side-By-Side 

 
 
 

Changing Document Views  
 

Follow these steps to change the way you view a document:  

 
1. Click on View  in the menu toolbar.  
2. Choose a view from the list that displays. 

a. Alternatively, shortcut icons for each view appear on the Status toolbar  to the left of 

the vertical scrollbar. Hover the mouse over each icon to have a Tool tip  appear with 
the name of the view.  
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Normal View  
 
Under Normal View, headers, footers, images, backgrounds, and other objects do not appear. Normal 
View is designed to present a simplified version of the document for easy editing.  
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Web Layout View  
 
Web Layout View shows the document as it would be seen if viewed on a web page. All objects and 
images appear, but there are no visible page breaks.  
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Print Layout View  
 
Print Layout View shows the document as it will look when printed. Headers, footers, and graphics are 
visible. 
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Outline View  
 
Outline View organizes the document into an outline, which can be useful for arranging large amounts of 
text.  To utilize this view to its fullest, Heading styles  should be used in the document. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 


