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Views in Office 2010 

 In Microsoft Word there are a number of ways that you can view your document 

(Bradley). To see the views available, click the View Tab on the Ribbon or hover over the icons 

in the lower right portion of your screen.  Word 2010 provides the following view formats:  Print 

Layout, Full Screen Reading, Web Layout, Outline, and Draft.  There are also options to view 

documents side by side, in a new window, arrange all open documents, and split the view.  In 

order maximize your potential use of Word 2010, it is important to understand and utilize these 

views.  To begin expanding our knowledge, four of these views will be explained.   

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor 

invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et 

justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem 

ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy 

eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos 

et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus 

est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed 

diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam 

voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no 

sea takimata sanctus est Lorem ipsum dolor sit amet. 
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Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie consequat, 

vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto odio dignissim qui 

blandit praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi. Lorem ipsum 

dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod tincidunt ut laoreet 

dolore magna aliquam erat volutpat. 

Ut wisi enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis 

nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in hendrerit in 

vulputate velit esse molestie consequat, vel illum dolore eu feugiat nulla facilisis at vero eros et 

accumsan et iusto odio dignissim qui blandit praesent luptatum zzril delenit augue duis dolore te 

feugait nulla facilisi. 

Nam liber tempor cum soluta nobis eleifend option congue nihil imperdiet doming id 

quod mazim placerat facer possim assum. Lorem ipsum dolor sit amet, consectetuer adipiscing 

elit, sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat. 

Ut wisi enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut 

aliquip ex ea commodo consequat. 

Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie consequat, 

vel illum dolore eu feugiat nulla facilisis. At vero eos et accusam et justo duo dolores et ea 

rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet. Lorem 

ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut 

labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo 

dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit 

amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, At accusam aliquyam diam diam 

dolore dolores duo eirmod eos erat, et nonumy sed tempor et et invidunt justo labore Stet clita ea 
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et gubergren, kasd magna no rebum. sanctus sea sed takimata ut vero voluptua. est Lorem ipsum 

dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod 

tempor invidunt ut labore et dolore magna aliquyam erat.  
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Note:  You will have an updated “Works Cited” and  

therefore have 5 additional sources cited on this page! 


