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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 SideBy-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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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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The Bloomsbury Group: Members & Values
Foger Fry

Fry was an artist and critic who is most famous for organizing the Post-Impressionist
exhibition in 1910 (& well a5 the Second Post-Impressionist exhibition two years later)
with Clive Ball, He had a close relationship with Clive and Vanessa Bell, even going so
far as to have an affalr with Vanessa from 1911-1913.

Duncan Grant

Grant was an atist who experimented with both sexes, having had affairs with fellow
Bloomsberries Lytton Strachey, Maynard Keynes, and Vanessa Ball, the latter of whom
he had a daughter with. Grart and Vanessa lived together from the beginning of Werld
War 1 until Vanessa's death In 1961,

Virginia Stephen Woolf

Wirginia Woolf 1s known as forenunner of the modernist moverment and wrofe works
such as Mrs. Dalloway and To the Lighthouse, She was extremely close to her sister,
Waressa, who also painted many of the covers for Virginla's books, Virginia was
mentally Lrstable throughout most of her life and eventually commithed suicide in 1941,

Leonard Woaolf

Although krown mostly for being Virginia Woolf's husband, Leonard himself was an
author and critic. He founded the Hogarth Press with Virginia, and devoted himself to
taking care of her as she became increzsingly il during her life,

Lytton Strachey

Strachey was a biographer whose most famous work, Eminent Vickarians, criticized the
Wictorian Era, Strachey ireerted his own wit into these biographies, revolutionizing the
way biographies were written. Strachey was also an open homosexual and had an affair
at ore point with Maynard Keynes.
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Web Layout View shows the document as it would be seen if viewed on a web page. All objects and
images appea, but there are no visible page breaks.
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Roger Fry

Fry was an artist and critic who Is most famous for organizing the Post-Tmpressionist exhibition In 1910 (a5 well a5 the Second Post-
Impressionist exhibition two years later) with Clive Ball, He had a close relationship with Clive and Varessa Bell, even going so far as to
have an affalr with Vanessa from 1911-1913.

Duncan Grant

Grart was an artist who experimented with both sexes, having had affairs with fellow Bloomsberries Lytton Strachey, Maynard Keynes, and
Wanessa Bell, the latter of whom he had a dsughter with. Grant and Vanessa lived together beginning in 1914 and until Vanessa's death in
1961,

Virginia Stephen Woolf

Virginia Woolf is known s forerurner of the modemnist movement and wrote works such as Mrs. Dalloway and To bhe Lighthouse. She
was extremely close to her sister, Vanessa, who also painted many of the covers for Virginia's bocks. Virginia was menkally unstable
throughout most of her life and eventusally committed suicide in 1941,

Leonard Woolf
Although known mostly for being Virginia Woolf's husband, Leonard himself was an author and critic. He founded the Hogarth Press with
Virginia, and devoted himsalf to taking care of her as she became increasingly ill during her life.

Lykton Strachey

Strachey was a biographer whose most famous work, Sminené Vicforians, criticized the Victorian Era. Strachey inserted his own wit into
these biographies, revolutionizing the way biographies were written, Strachey was also an open homosexual and had an affair at ore poirt
with Mayrard Keyres.

Lo

Vanessa Stephen Bell
A painter and mother, Vanessa devoted herself to ber art and caring for ber three children. Although she married Clive Bell in 1907,
\@ﬁwwev‘ninhﬁllv miowerd in with Duncan (rant, whom sha bad a dauohter. Anaelica, with, Clive Bell and Vanessa never divorcsd. F.TI'I
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Print Layout View shows the document as it will look when printed. Headers, footers, and graphics are
visible.
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The Bloomsbury Group: Members & Values

Roger Fry

Fry was an artist and critic wha is most famous for organizing the Post-Impressionist
exhibition in 1910 (as well & the Second Post-Impressionist exhibition two years later)
with Clive Bell. He had a close relationship with Clive and Varessa Bell, even going so
far & to have an affair with Varessa from 1911-1913,

Duncan Grant

Grant was an artist who experimented with both sexes, havirg had affairs with fellow
Bloomsberries Lytton Strachey, Maynard Keyres, and Vanessa Bell, the latter of whom
he had a daughter with. Grant and Vanessa lived together beginning in 1914 and until
Wanessa's death in 1961,

Virginia Stephen Woolf

Virginia Woolf is krown as forerunner of the modernist movement ard wrobe works
such as M Dalloway and To fhe Lighthowse, She was extremely close to her sister,
Varessa, who also painted mary of the covers for Virginla's books, Mirginla was
miertally unstable throughout most of her life and eventually commithed suicide in 1941,

Leonard Woolf
Although known mostly for being Virginia Woolf's husband, Leonard himself was an
author and critic. He Four‘ded the Hogarth Press with Virginia, and devoted Fimself o
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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.



