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Customizing the Word Screen 

 
To display or hide                             Do this 

Scroll Bars From the Tools menu, choose Options. Select the View tab and then 

under Window do check or uncheck Horizontal Scroll Bar check 

box or the Vertical Scroll Bar check box.  

The Status Bar From the Tools menu choose Options. Select the View tab and then 

under Window do check or uncheck the Status Bar check box.  

The Horizontal Ruler From the view menu choose Ruler. 

Both the Horizontal and 

Vertical ruler 

In page layout view or print preview choose Ruler from the View 

menu. 

Screen elements, such as 

Toolbar and the Status Bar 

To hide the screen elements choose full screen from the View menu. 

To redisplay the hidden screen elements, choose the Full Screen 

button at the button of the screen. 

All non printing characters Click the Show/Hide button from the Standard toolbar or press 

CTRL + * 

Individual non printing 

character, such as Tab 

Character or Paragraph 

Marks 

From the Tools menu choose Options. Select the View Tab and then 

under non printing characters do check or uncheck non printing 

character check box which you want to hide or display. 

 

 

To Change the display of Toolbar 

 
1. From the View menu choose Toolbars and then do one or more of the following: 

 

To Do this 

Display or hide toolbars check or uncheck the check box for the toolbar which you want to 

show or hide. 

Display or hide on-screen 

description of buttons 

Check or uncheck the Show ToolTips checkbox. 

Display standard size 

toolbar buttons or enlarged 

toolbar buttons 

Check or uncheck the Large Buttons check box. 

Add color to toolbar buttons Select the Color Buttons check box. 

 
2. Choose the OK button. 

To Change the Display and Command Settings in Word 
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1. From the Tools menu choose Options 

2. Select the tab you want 

 

To Select this Tab 
Modify the appearance of the application and document windows 

such as the display the scroll bars and the status bar. 

View 

Modify Word settings such as the default units of measurement 

and the display of three-dimensional (3-D) dialog boxes. 

General 

Modify Word settings such as typing to replace a selection , 

dragging selected text to a new location and instructing Word to 

add or remove space during a cut and paste action. 

Edit 

Specify option for printing documents such as printing summary 

information about a document and updating fields when printing 

Print 

Specify the types of revision marks you want for inserted text, 

deleted text and revised links. 

Revisions 

Specify information about the primary user such as the name 

return address for envelops and initials used when inserting 

annotations. 

User Info 

Specify option to alter the behavior of Word so that it is more 

closely matches the behavior of another application. 

Compatibility 

Identify the default storage location for documents, templates 

and other items you create or use in Word. 

File Location 

Specify how Word saves documents such as whether Word 

should always create backup copy and prompt for summary 

information; also allows you to set password protection. 

Save 

Specify the option Word uses to check spelling such as identifying 

custom dictionaries and their languages. 

Spelling 

Set rules to enhance document formatting such as adjusting Tab 

stop and spacing and to specify that Word to change all quotation 

marks to curly or smart quotation marks. 

AutoFormat 
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