[image: image1.jpg]




The Outline View
When creating a document it can be difficult to know from the outset what the final layout and structure of a document should be. Using headings and styles users can create a document (using the appropriate headings) and structure it appropriately at the end using the outline function.

· Navigate to View > Outline. The document will change to the outline view, enabling sections to be expanded, contracted or moved. 

· When entering the outline view the Outlining toolbar will be displayed. From this toolbar you can choose the level of heading you wish to be displayed, choose 
appropriate levels depending on the document (see figure 1).
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· Once the appropriate level has been chosen the headings selected will be displayed in the viewing pane. This then enables a number of re-ordering techniques to be applied.

N.B. When re-ordering in outline view the text associated with the heading will move as well. This can be a great aid when creating a document without knowing the final structure. Once you are happy with the structure in the outline style you can change the view of the document back to Print layout or Normal layout and have the document re-ordered automatically.
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Re-ordering sub-headings

· By selecting one of the headings or sub headings you can amend the order in which they appear in the text. 

· To amend the order of sub headings select the heading you wish to move and using the up and down arrows on the outlining toolbar you can ‘Move Up’ or ‘Move Down’ the heading.
· Figure 2 depicts a document viewed in the outline view, showing 
only headings 2 and 3.

Promoting and relegating headings.

· Using the outlining toolbar make a title a different heading style you can promote or relegate a heading (e.g. make a Heading 2 a Heading 3 or vice versa). 

· Select the heading you wish to amend and using the outlining toolbar you use the right and left arrows to ‘Promote’ or ‘Demote’ a heading number.

Figure 3 depicts the Outlining toolbar with the Promote, Demote, Move Up and Move Down buttons highlighted. There are a number of large benefits to using styles and headings while creating a document. These benefits have been examined closely in section 1 of this document.
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Figure 3 – Outlining Toolbar





Figure 2 – Outline view of a Microsoft® Word Document 





Figure 1 – The Outlining Toolbar in Microsoft® Word 
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