EXERCISE 45a- CREATING AN OUTLINE
Before we start- things to remember:
1) Create an Outline
a. What is an outline?
b. Where is the outline view?
Step 1- First you need to go to outline view. There are two ways to do this. FIRST
Click View Tab on the Ribbon. See Below.
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On the View Tab click on Outline View. See Below.
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The Outline View Ribbon will Appear. It looks like the ribbon below. Can you see a Outline Tab?
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To Close the Outline View and return to the Normal View Click the Red X Button. Now we will see the Second Way.
SECOND WAY TO OPEN OUTLINE VIEW
When you open a new document or saved document it opens in the default mode view of Print Layout. Click the Outline Icon on the Status Bar to change view to Outline View. See Below.
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In the Outline View you can create outlines like the one below. This is also in your book on page 253
.[image: ]
When you create an Outline in Outline View the text can also be viewed on the document in the Normal View. Notice how the same Outline from above looks in Normal View below.








Exercise for Life                                                          
Introduction                                                                          
The benefits of regular exercise cannot be overstated.               
Health Benefits                                                                     
Quality of Life                                                                         
Increased Energy                                                                              
Improved Sleep                                                                                  
Better Mental Health                                                       
image5.png
Hd9-060 )+
9
2 Outlining Home Insert Page Layout References.
= 97 Show Levet: -
() O )

EXERCISE 45- Creating and Editing Long Documents - Microsoft Word

Mailings  Review  View  Addins

Show c:.u-m
] Show First Line Only Document Subdocuments
Outiine Tools Master Document Close
© Exercise for Life
© Introduction

© The benefits of regular exercise cannot be overstated.
© Health Benefits

© Quality of Life
© Increased Energy
© Improved Sleep
© Better Mental Health

Page: 2012 | Words: 236 | & |

EEE=E
Editor - T




image1.png
@‘ Hd9-060)+ EXERCISE 45 Creating and Editing Long Documents - Microsoft Word - =
)
- Home Insert. Page Layout References Mailings Review View Add-Ins.
& T e 3 Find -
= Crm— o e 0[] lmmlmm AaBbC, Aambee - A | B
rute o |[B 2 0 e X A2 A ] ] (8- ||| svomar Jonospac Hesangs  wesamg2 < Change | LT

Styles

Clipboard & Paragraph 5

Edting

EXERCISE 45- CREATING AND EDITING LONG DOCUMENTS

Before we start- things to remember:

1) CreateanOutline
a. Whatis an outline?
b. Whereisan outline?

2) EditanOutline
a. How can we edit anoutline?
b. What are Headings and Levels?
. Whereis the promote and demote button?
d. Whereis the body text button?

3) Collapse and Expand an Outline
a. Whatis collapse and expand?

b. Where is the collapse and expand button?
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tep 1- First you need to go to outline view. There are two ways to do this.

Click View Tab on the Ribbon, then Outline View. See Below.
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