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CHAPTER TWO: VIEWING DOCUMENTS

There are five ways to view a layout in Word 2007: Print Layout View , Full Screen Reading View
Web Layout View , Outline View , and Draft View .

In addition to the five viewing modes, there are two other options to help display your document:
Thumbnails View and Document Map View

This Chapter Will Include:
Changing Document Views
Print Layout View

Full Screen Reading View
Web Layout View

Outline View

Draft View

Thumbnails View
Document Map 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 the View tab.
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2. The Document Views group displays the five views, while the Show/Hide group displays the
Document Map and Thumbnails views.
a. Additionally, the Status Bar displays icons of the five views which you can use to
navigate between views. However, icons for the Document Map and Thumbnails views
do not appear.
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Print Layout View

Print Layout View is the default view for a Word 2007 document. As the name suggests, Print Layout
View is similar to the Print Preview View (see Chapter One) in that it displays the document as it will
appear when printed. Headers, footers, and graphics are visible.
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The Bloomsbury Group: Members & Values

Roger Fry

Fry was an artist and aritic who is most famous for organizing the Post-Impressionist
exhibition in 1910 (as well as the Second Post-Impressionist exhibition two years later)
with Clive Bell. He had a dose 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 artist who eperimented with both sexes, having had affairs with fellow
Bloomsberries Lytton Strachey, Maynard Keynes, and Vanessa Bell, the latter of whom
he had a daughter with, Grant and Vanessa lived together beginning in 1914 and until
Vanessa's death in 1961,

Virginia Stephen Wooll

Virginka Woolf is known as forerunner of the modernist movement and wrote works
such as Mrs. Dalloway and To the Lighthouse. She was extremely dose to her sister,
Vanessa, who also painted many of the covers for Virginia’s books. Virginia was
mentally unstable throughout most of her life and eventually committed suldde In 1941,

Leonard Wooll

Although known mostly for being Virginia Woolf's husband, Leonard himself was an
author and aritic. He founded the Hogarth Press with Vieginia, and devoted himself to
taking care of br &5 she became increasingly ill during her life.

Lytton Strachey
Strachey was a biographer whase most famous work, Eminen!t Victorians, aritidzed the
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Full Screen Reading View

Full Screen Reading Viewsplits each page into two screens and resizes the page to fit the computer
screen. You can choose to show only one page at a time using the View Options button on the mini
toolbar , which replaces the Ribbon in this view. To exit Full Screen Reading View, click the Close button
that appears in the upper -right corner.
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The Bloomsbury Group: Members &
Values

Roger fry

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

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

Virginia Stephen Woolf

Virginia Woolf Is known as forerunner of the modernist movement
and wrote works such as Mrs. Dalloway and To the Lighthouse. She
was extremaly dose to her sister, Vanessa, who also painted many
of the covers for Virginia’s books. Virginia was mentally unstable
throughout most of her life and eventually committed suldde in
1941,

Leonard Wooll

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

Lytton Strachey

Strachey was a biographer whose most famous work, Eminent
Victorians, aiticized 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
one point with Maynard Keynes.

Vanessa Stephen Bell

A painter and mother, Vanessa devoted herself to her art and caring
for her three children, Although she married Clive Bell in 1907,
Vanessa eventually moved in with Duncan Grant, whom she had a
daughter, Angelica, with. Clive Bell and Vanessa never divorced, and
Bell raised Angelica as his own daughter.

Clive Bell

Bell helped Roger Fry organized the Frst and Second Post-
Impressionist exhibitions and was married to Vanessa Bell, The
couple had two sons, and although their marriage was over by 1914,
they continued to keep in touch and vacation together, remaining
dose friends devoted to raising their children.

Maynard Keynes
Keynes was an economist who developed the branch of economics
known as “Keyneslan economics,”

Core Bloomsbury Value #1: Independence

Maw of the Bloomsburies made a point of showing their
independence from and contempt of the rigidities of accepted
Edwardian behavior though the way they dressed and acted in
public. Vanessa Ball in partiodar despised her socdal excursions with
George Duckworth; she once wrote, “all the stiff matrons of
George's world sat at home in thelr cowded drawing rooms usually
with their daughters in attendance, and we went the rounds.”

Core Bloomsbury Value #2 Open-Mindedness
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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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The Bloomsbury Group: Members & Values E

Roger Fry
Fry was an artist and aritic who Is most famous for organizing the Post-Impressionist exhibition in 1910 (as well as the Second Post-Impressionist exhibition
two years later) with Clive Bell. He had a dose relationship with Clive and Vanessa Bell, even going so far as to have an affair with Vanessa from 1911-1913.

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

Virginia Stephen Woolfl
Virginia Woolf is known as forerunner of the modernist movement and wrote works such as AMrs. Dalloway and To the Lighthouse. She was extremely dose
to her sister, Vanessa, who also painted many of the covers for Virginia's books. Virginia was mentally unstable throughout most of her life and eventually
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 Virgings, and
devoted himself to taking care of her as she became increasingly il during her life.

Lytton Strachey
Strachey was a biographer whose most famous work, Eminent Victorians, aitidzed the Victorian Era. Strachey inserted his own wit into these biographies,
revolutionizing the way blographies were written. Strachey was also an open homosexual and had an affair at one point with Maynard Keynes.

Vanessa Stephen Bell
A painter and mother, Vanessa devoted herself to her art and Gring for her three children. Although she married Clive Bell iIn 1907, Vanessa eventually
moved in with Duncan Grant, whom she had a daughter, Angelica, with. Clive Bell and Vanessa never divorced, and Bell raised Angelica as his own daughter,

Clive Bell
Bell helped Roger Fry organized the First and Second Post-Impressionist exhibitions and was married to Vanessa Bell. The couple had two sons, and
although their marriage was over by 1914, they continued to keep in touch and vacation together, remaining dose friends devoted to raising their children.

Maynard Keynes
Keynes was an economist who developed the branch of economics known as "Keynesian economics,”
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Outline View

Outline View organizes the document into an outline, which can be useful for arranging large amounts of
text. Additionally, a new tab, known as the Outlining tab, appears on the Ribbon. This tab provides
additional ways to customize the outline. To exit Outline View, simply click the red Close button that
appears on the Ribbon.
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Roger Fry

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

® [Duncan Grant

® Grant was an artist who experimented with both sexes, having had affairs
with fellow Bloomsherries Lytton Strachey, Maynard Keynes, and Vanessa
Ball, the latter of wihom he had & daughter with. Grant and Vanessa lived
together beginming in 1914 and until Vanessa's death in 1961.

Virginia Stephen Woolf

® Wirginia Woolf is known & forerunner of the modemist movement and
wrole warks such s Mg, Datlioway and Tt Liphfhouse, She was
extremily chose to her sister, Vanessa, who also painted marry of the
covers for Vinginia's books. Virginia was mentally unstable throughout
most of her life and eventually committed suicide in 1941,

& Leonard Woolf

& Although known mostly for being Vieginia Woolfs husband, Leonard
himself was an author and critic. He founded the Hogarth Press with
Virginia, and devoled hirself to taking care of her as she became
incroasingly il during her life,

& Lytton Strachey

& Strachey was a biographer whose most famous work, Eminent Wiclarians,
ariticized the Victorian Era. Strachey inserted his own wit into these
biographies, revolutionizing the way biographies were written. Strachey
was also an open homosensl and had an affair at one point with Maynard
Kmymies,
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Draft View

Draft View takes the place of the Normal View that was featured in Word 2003. Under Draft View,
headers, footers, images, backgrounds, and other objects do not appear. Draft View is designed to

present a simplified version of the document for easy editing.
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Roger Fry

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

Duncan Grant

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

Virginia Stephen Woolf

Vieginia Woolf ts known as forerunner of the modernist movement and wrote works
such as Mrs. Dalloway and To the Lighthouse. She was extremely dose to her sister,
Vanessa, who also painted many of the covers for Virginia’s books. Virginla was
mentally unstable throughout most of her life and eventually committed suicide in 1941,

Leonard Wooll

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

Lytton Strachey

Strachey was a blographer whose most famous work, Eminent Victarkans, altidzed the
Victorian Era. Strachey inserted his own wit into these biographies, revolutionizing the
way biographies were written. Strachey was aiso an open homosexual and had an affair
at ane point with Maynard Keynes.
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Thumbnails View

Thumbnails View opens a pane on the left side of the screen, displaying a miniature version of each page
in the document. T his view can be used with all layout types except Web Layout View.
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Roger Fry

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

Duncan Grant
Grant was an artist who experimented with both sexes, having had affairs with fellow
Bloomsberries Lytton Strachey, Maynard Keynes, and Vanessa Bell, the latter of whom

he had a daughter with. Grant and Vanessa lived together beginning In 1914 and until
Vanessy's death In 1961,

Virginia Stephen Woolf

Virginia Woolf is known as forerunner of the modernist movement and wrote works
such as Mrs. Dalloway and To the Lighthouse. She was extremely dose to her sister,
Vanessa, who also painted many of the covers for Virginias books. Virginia was
mentally unstable throughout most of her life and eventually committed suldde in 1941,

Leonard Wooll

Although known mostly for being Virginia Woolfs 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 increasingly Il during her life.

Lytton Strachey
Strachey was 8 biographer whose most famous work, Eminent Victorians, o1lidned the
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Document Map View

Document Map View opens a pane on the left side of the screen with all the headings in the document.
Clicking on a heading will take you to that section of the document. All layout types can use this view.
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Roger Fry

Fry was an artist and critic who is most famous for organizing the Post-Impressionist
exhibition in 1910 (as well 25 the Second Post-Impressionist exhibition two years fater)
with Clive Bell, He had a dose relationship with Clive and Vanessa Ball, even going so
far as to have an affair with Vanessa from 1911-1913,

Duncan Grant

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

Virginia Stephen Wooll

Virginia Woolf Is known as forerunner of the modernist movement and wrote works
such as Mrs, Dalioway andd To the Lighthouse, She was extremely dose 1o her sister,
Vanessa, who also painted many of the covers for Virginia’s books. Virginia was
mentally unstable throughout most of her life and eventually committed suicide in 1941.

Leonard Wooll

Although known mostly for being Virginia Woolf's husbend, Leonard himself was an
author and aritic. He founded the Hogarth Press with Virginia, and devoted himself to
taking care of her as she became increasingty Ml during her life,

Lytton Strachey
Strachey was a blographer whose most famous work, Eminent Victorkans, aitidzed the
Victorian Era. Strachey inserted his own wit Into these blographies, revolutionizing the
way biographles were written. Strachey was also an open homosexual and had an affair
at one point with Maynard Keynes.

Vanessa Stephen Bell
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Splitting a Document

A window split is useful for looking at two different parts of one document at the same time.

To use a window split, follow these steps:

1. Onthe View tab, click the Split iconin the Window group .

2. When a gray bar appears as the cursor, move it where you want the spli t and click once. This will
split the document into two windows.
3. Toremove the split, return to the View tab and choose Remove Split in the Window group.




