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Placing Text in Columns

When entering a page of text it is sometimes advantageous to place that text in columns.
This can make the passage easier to read and make more efficient use of the space
available on a page. Microsoft Word allows you to split the page into up to 11 columns,
each having its own margins, indents, justifications and widths. Normally, however, 2 or 3
columns are used.

Loading a Prepared Article

An article about Japan has been entered for you. It will need to be converted into
columns.

1  Load Microsoft Word or close the current file then click on the FILE tab and select
OPEN.

2  Access the WORD 2010 SUPPORT FILES.

3 Double click on the CHAPTER 9 folder to open that folder, then double click on the
COLUMNS file to load the file and select YES to the READ ONLY message.

Setting Text into Two Columns

As it is at the moment, the text is a little boring to read. Placing it in two columns can
make it much more interesting.

A Preliminary Settings

Before placing text in columns you should check that the PAGE SETUP is correct for your
system.

| e a0 Fis Columns [Read-Only] - Microsoft Word

e L S 0 L (1 Open the PAGE LAYOUT tab of the
s 51 Moras Onerumen) S50 (g 00| e e E | e RIBBON, click on the SIZE icon and

check that the PAPER SIZE is correct
for the paper you will printing on. It
is probably A4.
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ming a very popular honeymoon destination for couples looking for

B Setting the Columns

M Ed9-06 0= Columns [Read-Only] - Microsoft Word
Home Insert Page Layout References Mailings Review WView Add-Ins
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1 Click on the COLUMNS icon in the
PAGE LAYOUT tab and select TWO.
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b honeymoon destination for couples Circle expe 3 The teXt ﬂOWS down COIumn 1 ﬁrSt

i looking for beautiful scenery, fiendly .

; people, different cultures, excellent then into column 2.

e shopping and high class restaurants

E It can be considered a country of centigrade.

i extremes, modermn, high

m remote hideaway: oiled beaches There are numerous tour packages

i and ancientlandmarks. available and we have brochures

= detailing each. Most four operators

il Tokyo, the capital is one of the great offertrips from 6 to 15 days, with at

T cities of theworld. Busy, vibrantand least a day in Tokyo. Other highlights
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Home Tnsert Page Layout References Mailings Review View Addns COLUMN 2 and that column nOW has
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Themes Page Setup « | Page Background Paragraph
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Japan is becoming a very popular far north peing closer to the Arctic
honeymoon destination for couples Circle experiences cooler
looking for beautiful scenery, friendly temperatures than the rest of the =
people, different cultures, excellent country - the average summer
shopping and high class restaurants temperature is around 20 degrees

5 Save the file in your WORD DOCUMENTS folder under the file name:
Columns

Remember to turn off READ ONLY RECOMMENDED.

C Justifying the Text

Text in columns usually looks better justified. That way all sides of the columns are
straight.
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1 Press CTRL+A to SELECT ALL the
text and use the HOME tab to set
the FONT to TIMES NEW ROMAN,
the FONT SIZE to 12 POINT and the
ALIGNMENT to JUSTIFY.

Tokys, i8e capital ln tme of ihie grea ties fun Fer the advensurows, (here it alie
of the wonld  Dary, vibuant and exciting, tmums offering surfing, windsurfing, scuba

2 Remove the highlight by clicking the mouse button with the I-BEAM over the text.
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B 3 Open the VIEW tab of the RIBBON
g and click on the ONE PAGE icon to
: preview the page.

i 4 Notice that the columns are not

] even. A COLUMN BREAK can be
inserted to level them.

5 Return the ZOOM to 100%.

D Inserting a Column Break

A COLUMN BREAK takes the text to the top of the next column. It is a similar to inserting

a PAGE BREAK.

=TT x4
=@
0o | =
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! Windows ™

Macros
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Layout| Reading Layout [T Mavigation Pane =] Page Width | window  All
Document Views Show Zoom Vs
|_|I|J S W SO O S T W SO W S S 28, M9 110 i
] by, mloamant. nas 4 wivelse rauge oL
i shops., including manv showing the
= methods of ancient craftsman. Virtually
il all the countryside has a natural beauty
4 whether it be the temaced hillsides. the
- lush vegetation, extinct volcan
& crater lakes. They legy aveler with
E‘ though Japan is a small country there
o are enough differences in latitude and
: longitude  to  produce significant

1

Posmon the cursor at the beginning
of the last paragraph in the first
column which starts ‘Although Japan
is a small country"
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. = Pane Breaks i = Befure 0pt = e
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—— -3] and the next page begins,
L] —=  RIBBON, click he BREAKS i
L:r Column , click on the Icon
1l Indicate that the text Tollowing the column
- break will begin in the next column, and SElect COLUMN.
i d Text Wrapping %
i whethg = Separate text around objects on web
& lush v = pages, such as caption text from body text.
& crater
il 1« Section Breaks
I an 'errl
E | Next Page
=1 .'J Insert a section break and start the new
1 hlthou :__\l section on the next page.
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Them Page Setup Page Background Paragraph a Arrange
IJjJ RO ISR + @ « | 7 ¢ v B LBt 40 p 3 e e o i I'L(‘-w-l‘lw-z‘l‘-s- -‘4‘w-sl‘|-5-‘|‘7;k|‘s‘|--3-|‘| @
main atiractions - the streets are relatively temperature  is  around 20  degrees f s
free of crime and it is safe to visit the vast centigrade.
array of night-life. You will need to be
prepared to use public transport as driving There are A L L
around Tokyo can be very frustrating and available and q
ek S ma ] 3 The first column will be broken and
6 to 15 davs
If crowds are not vour scene, then the Other highlj the reSt Of the teXt ta ken tO the neXt
countryside is the place to go. Mount Fuji plantations.

is Japan's highest mountain and the terrain and the column. Scro” doWn the page and
around it is breathtaking. The village near

bv. Kitanasi, has a diverse sange of check that the columns are level at
the bottom of the page.

shops, including manv showing the
methods of ancient craftsman. Virtually
all the countryside has a natural beaut
whether it be the termraced hillsides
lush vegetation, extinct volcano
crater lakes. They leave the,
an 'errie’, peaceful feeling.

Tour prices
e important to
r the so that vou take the tour vou want. For
eler with instance, an air conditioned coach can add
up to 30% on to the tour cost.

1P 16 1 15 1 tlde 13 0 120 ) o1l g 101 88 0|

4  Save your file by pressing CTRL+S or by clicking on the SAVE button in the QUICK
ACCESS TOOLBAR.

NOTE: CTRL+SHIFT+<enter> is a keyboard shortcut for inserting a

column break.
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