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Speed up Scrolling in Large documents with Images  
We have two options: 

A. Display picture placeholders rather than the actual images 
- Picture placeholders display an empty box in place of each image in the document. 
 

B. Hide all drawing objects or AutoShape 
- This will hide all the images /graphics you have created using the Word drawing tools or AutoShape. 

 

A. To display Picture Placeholders only: 
(MS Word 2003) (MS Word 2007) 

1. On the Menu bar, select Tools then choose Options. 
Options dialog box will pop-up. 

 

1. Click the Office button   and select Word Options. 
Word Options dialog box will pop-up. 
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2. In the Options dialog box, choose View tab. In the Show section, 

check the Picture placeholders check box, and click OK. 
 

 

 
2. In the Advanced settings, scroll down on the Show document 

content section then check the Show picture placeholders check box 
and click OK. 
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3. Notice that all images in your document are replaced by an empty box, making the scrolling faster. 

 
 
NOTE: You will only see the empty box/empty frame when you read or edit your document. When you use the Print Preview or Print feature, you 
will still see the actual images/pictures. To return to the actual view of the images, uncheck the Show picture placeholders check box. 
 
 
 

B. To hide all drawing objects or AutoShape: 
(MS Word 2003) (MS Word 2007) 

1. Reopen the Options dialog box (similar to step 1 in the above 
procedure to display picture placeholders). 
 

2. In the Options dialog box, choose View tab. In the Show section, 
uncheck the Drawings check box, and click OK. 

 

1. Reopen the Word Options dialog box (similar to step 1 in the above 
procedure to display picture placeholders). 
 

2. In the Advanced settings, scroll down on the Show document 
content section then uncheck the Show drawings and text boxes on 
screen check box and click OK. 
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3. Notice that all drawings or AutoShape will be hidden, making the scrolling faster. 
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NOTE: Images are hidden only when you read or edit your document. When you use the Print Preview or Print feature, you will still see the actual 
images/pictures. To return to the actual view of the images, check the Show drawings and text boxes on screen check box. 
 

 
 

We value your feedback. Please help us improve our ProductivI.T.y releases by filling out the “Serbisyong Bida” online survey form. 

You may also email your comments and suggestions to ict-process@pjlhuillier.com. 

Click here for back issues of ProductivI.T.y in MyLink. 

 

http://ho-sbsurvey.pjlhuillier.prod/
mailto:ict-process@pjlhuillier.com
http://pjliportal/sites/insider/Publications%20%20Electronic/Forms/AllItems.aspx?RootFolder=%2fsites%2finsider%2fPublications%20%20Electronic%2fIT%20Productivity%20Tips&FolderCTID=&View=%7bF8E129D7%2d257C%2d4266%2d9DF5%2d7132F2106346%7d

