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Create Newsletter-Style Columns

Text in newsletter-style columns flows from one column to the next on the same page.  First select the text you want to format in columns.  Next, go to the format menu and select Columns.  Select the correct number of columns and click OK.  Alternative: select the text and then click on the Columns button on the Standard toolbar and then drag to select the number of columns you want.

About WordArt

You can insert decorative text by using Insert WordArt on the Drawing toolbar. You can create shadowed, skewed, rotated, and stretched text, as well as text that has been fitted to predefined shapes.  Because a special text effect is a drawing object (graphic), you can also use other buttons on the Drawing toolbar to change the effect — for example, to fill a text effect with a picture.

To Add WordArt:

On the Drawing toolbar, click Insert WordArt. 

Click the WordArt effect you want, and then click OK. 

In the Edit WordArt Text dialog box, type the text you want. 

Click OK.

About Tables

A table is made up of rows and columns of cells.  Tables are often used to organize and present information. You can also use tables to create interesting page layouts, or to create text, graphics and nested tables on a Web page.  

There are many different things you can do to work with tables, including:

Move or copy a table to another place on a page, or resize a table.  

Change the orientation of text from horizontal to vertical or vice versa.  

Add spacing between table cells, or add cell "padding" by changing cell margins or adjusting paragraph spacing. 

Insert nested tables (tables inside tables) to create page layouts. 

Sort lists inside a table. 

Use or modify the built-in table styles that come with Microsoft Word, or create your own styles to reuse later on. 

Section Breaks

What are sections and section breaks?

Sections allow you to vary the layout of a document within a page or between pages. Just insert section breaks to divide the document into sections, and then format each section the way you want. For example, format a section as a single column for the introduction of a report, and then format the following section as two columns for the report’s body text.  Keep in mind that a section break controls the section formatting of the text that precedes it. For example, if you delete a section break, the preceding text becomes part of the following section and assumes its section formatting. Note that the last paragraph mark (¶) in the document controls the section formatting of the last section in the document — or of the entire document if it doesn’t contain sections.

What types of formats can you set for sections?

Margins

paper size or orientation

paper source for a printer

page borders

vertical alignment

headers and footers

columns

page numbering

line numbering

footnotes and endnotes.

Where can section breaks occur?

You can insert a section break that starts a new section on the same page, start a section on a new page, or start a section on the next odd-numbered or even-numbered page. 

Tip for working with section breaks:  Click on the Show/Hide Paragraph button on the standard toolbar so that you can see where your breaks occur.

Headers and Footers

Headers and footers are typically used in printed documents. You can create headers and footers that include text or graphics — for example, page numbers, the date, a company logo, the document's title or file name, or the author's name — that are usually printed at the top or bottom of each page in a document. 

A header is printed in the top margin

A footer is printed in the bottom margin

You can use the same header and footer throughout a document or change the header and footer for part of the document. For example, use a unique header or footer on the first page, or leave the header or footer off the first page. You can also use different headers and footers on odd and even pages or for part of a document.  To do this you will need to first put section breaks into your document and then insert the headers and footers.

