Creating a writing structure in Outline View

Most documents in Word tend to be written in Page Layout view.  This is ideal for most applications as the page layout can be easily arranged.  Outline view enables the headings and subheadings of large documents, such as project reports, to be set up before the actual report is written.  It can be also used to create writing frames for students’ written work.  An example of an outline view of a project report is shown below.
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Viewing a document in outline view

Click on View – Outline.

Creating an outline view

1. Type all of the headings and subheadings you want your document to include.

2. Click next to each heading or subheading and use the Outlining toolbar to Promote or Demote headings, as appropriate.

3. You can also re-arrange headings and subheadings by clicking on the Move up and Move down arrows.
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= Project brief
= Research plan
¢ Questionnaire
= Wholit is aimed at
= Example questionnaire(s)
= Questionnaire results
= Examples of existing stationery
= Computer experience of the user(s)
¢ How the tasks are done at the moment
= Inputs
= Processing
= Outputs
= Data storage
= Problems I will need to solve
¢ Resources
= Software available for the client to use
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Viewing the document in Page Layout view

Click on View – Page Layout.

Creating a Template of the Writing Structure (You will need to arrange for the template to be placed on the network for students to access.) 

1. Click on File-Save As
2. Select Document template from the Save as type dropdown list.

3. Type an appropriate file name.

4. Click on Save.

Creating a Document from the template (This is what students need to do.)
1. Load Word.
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Click on File-New.

3. Select your writing structure template.

4. Click on OK.

Typing the rest of the document in Page Layout view

1. Click the mouse the right of the section heading you want to type up.

2. Press the Enter key.

3. Start typing.
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