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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 , Out line 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.  

 

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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Full Screen Reading View  

Full Screen Reading View splits 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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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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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 Out lining 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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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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Thumbnails View  

Thumbnails View opens a pane on the left side of the screen, displaying a miniature version of each page 

in the document. This view can be used with all layout types except Web Layout View. 
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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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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. On the View tab, click the Split  icon in 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. To remove the split, return to the View tab and choose Remove Split  in the Window group.  

 

 

 


