
Click View, Outline when you wish to create or see the structure of 
a document, or if you wish to move quickly and easily through a 
long document. 

· Word will Automatically Apply Different Heading Styles 
depending on the indents you use. A plus sign appears to the 
left of a heading that contains sub-headings and a minus sign 
for those without. 

· Number these headings automatically. 
· Drag And Drop a heading anywhere and Word will 

automatically re-organize the document and re-number the 
headings. Collapse All The Text And Subheadings under a 
heading by doubling clicking on it's plus or minus sign. 

· Do the same to Expand (bring back) The Text And 
Subheadings. 

· By collapsing the headings you end up with a contents 
page. 
· This is a much quicker way to move through a document. When 

you've found the heading you want, double click to expand it 
and read the text. 

Accessing Alternatives: 

Menu: View, Outline. 
Scrollbar: Outline, View Toolbar. 
Keyboard: <ALT+V,O> 


