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Introduction 

Many features of MS-WORD are useful as long as you know theyôre enabled; however, if you 

donôt know whatôs happening, they can be extremely frustrating. Here are some suggestions that 

we have frequently made to students writing essays or colleagues writing papers. Similar 

functions are generally available with MS-WORD under the Macintosh operating systems, but 

the menus and screen shots would look different. 

Showing your Text in Larger or Smaller Views 
Weôve noticed beginners squinting at their screen trying to read tiny print in the Word window. 

Although this function is related to Windows, itôs worth reminding users that you have complete 

control over how big you make the text look on your screen ï and this has nothing to do with 

changing the point size of the text in your document ! (Some beginners have actually changed 

the size of their text and been irritated when their printouts come out with a dozen words in 48-pt 

print per page.) 

 

First of all, you can use the View | Zoom function to make your page fit your preference. 
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Clicking on the Zoom button (see green arrow above) brings up a menu with plenty of useful 

options. 
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In addition, the View menu offers a variety of formats in which to view oneôs text. The most 

useful are Print Layout, which shows what the document will look like when it is printed in final 

version, and Draft, which allows one to cram as much text as possible into the screen. Here are 

two versions of this page using those options. 

 Notice that the draft view omits headers and footers (also images) and that it can use the entire 

screen to display text instead of wrapping at the margins. To do the latter (show text all over the 

window), one must set an option in the Office Button | Word Options | Advanced | Show text 
wrapped within the document window. This option will be explained below.  

 

Finally, if you have a roller on your mouse or trackball, holding down the  key and rolling the 

roller makes your text appear larger or smaller. Be careful to roll slowly or your text will quickly 

become illegible. 
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Full Screen Reading 
A useful format for reading (but not changing) text is the Full Screen Reading button available on 

the View menu: 

The screen shot above illustrates this view on a portrait-oriented screen. To move to the next or 

previous pages, click on the arrows at the bottom of the screen or use your cursor at the right or 

left edge of the page. To exit from full screen mode, click the x Close button on the upper right 

hand corner.  




































































































