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You can use the Outline view in Microsoft Word to view and organize your documents
according to their headings. By the time you complete this guide, you will create topics in Outline
view, then add detail to a document based on its outline. You will also learn to create a
PowerPoint presentation and a table of contents from the document’s outline. Finally, you will
use Word’s Bullets and Numbering feature to create an outline list.

Reference!

Outline view displays the
headings in your document. You
can use it to create a framework
for a new document, or to view
and edit an existing document.

Reference!

The Outlining toolbar will
display automatically in Outline
view. It can be displayed from
any other view by going to the
View menu to Toolbars to
Outlining.

Reference!

Clicking the Promote or
Demote button will change the
item one level higher or lower.

Getting Started with Outline View
1. Open Microsoft Word.

2. Go to the View menu to Outline.

3. Place your pointer over each button on the Outlining toolbar to
see its function. Some of the buttons you will use to complete this
guide are displayed below:

Create an Outline
1. Type “Grade 10 Units”

then press Enter.

2. Type “Great
Expectations” then press
Enter.

3. Type “To Kill a
Mockingbird”, “Grade 11
Units”, and “The Crucible”
on the following lines.

4. Select the lines “Great Expectations” and “To Kill a Mockingbird”.

5. Click the Demote button on the Outlining toolbar.

6. Click inside the line “The Crucible” and click the
Demote button.

Create an Outline
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