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Review on Microsoft Document
Five types of document views in Microsoft Word and scenarios appropriate to use each


The Microsoft Word continues to become an important user application that facilitates efficiency use because it entails five views options. First, the Print Layout is the default document view for the MS Word application version for 2007, 2010, and 2013. The Print Layout is best suited for the documents that entail headers, footers, images, column, and a host of other attachments because it makes these components visible. The view mode also merits because it highlights the document in a manner similar to what appears when printing. 

Second, the Full-Screen Reading View facilitates the users to optimize the computer screen when reading. The full-screen reading also portrays the details of the document that would appear on a printed page. The full-screen reading view expands the print-layout because it capitalizes on the spaces available for comment and reading. 

Third, the Web-layout View facilitates the users to view the document in an online environment. The web-layout mode portrays a document similar to a website page. The views can view the background setting; text wrapped, and facilitates online publication of the word documents. 

Fourth, the Outline View is a rare mode because it utilizes the outlining tool to facilitate users grasps the content of a large document. The outline view merits because it collapses a large portion of document because it lists the major headings. The user can also hide some texts that obscure the other heading, which enhances efficiency when perusing through a large document

Fifth, the Draft View is another rarely used document view mode. The mode is useful because it pared down the Print Layout Mode because it displays the texts, as they will appear on the paper. Therefore, each line is given emphasis to facilitate the user see where the line or page breaks. The Draft Mode is useful for slower computer that enables users to replace the Print Layout View
Purpose of Tab-stops in Microsoft Word

A Tab Stop in a word document shows the location the cursor stops after the user presses the tab key. The key purpose of the tab-stop is to align the text using the tab key using the word rulers attached on top, bottom, or side of a Word document. 
Notable example of tab-stop includes a Left-tab that aligns the text to the right of the tab-stop. A Right-tab on the other hand facilitates the user to extend the text to the left until the tab space is filled. A Center-tab fits the entire text document to the center of the tab space. 
Different Types of Tab-stop and their Attributes
1. The First-line Indent Tab- this is a special form of tab-stop is located  at the top of the ruler and involves aligning the first line of a paragraph by certain margin from a default margin of 0.5” 
2. The Hanging Indent Tab- is another special tab-stop that is located at the bottom of the ruler and facilitates indentation second line and subsequent lines in a paragraph. The hanging indent tab provides users with flexibility of the margin to indent the paragraph from a default of 0.5” margin
3. The Left-tab is used to align the text to the right-hand side of the document 
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