Chapter

15

Using Sections

Microsoft Word allows you to split a document up into SECTIONS. Each SECTION can
have its own formats such as columns, headers, footers, page numbers, etc. For example,
in a multiple page document you might wish to have some pages with text in columns,
other pages with just one column, or you might even need to have part of a page in
columns and the rest of the page in one column.

Sections Within Pages

A Loading a Sample File

1 Load Microsoft Word, or close the current file.
2 Display the FILE menu and select OPEN.
3 Access the CHAPTER 15 folder of the WORD SUPPORT FILES and open the file:
SECTIONS
as a READ ONLY file.

B Creating the First Section

The heading will be placed in its own section then formatted.

@ Word File Edit Wiew fInsert Format Fomt Tools Table Window Work Help
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1 Position the cursor at the beginning
of the first paragraph.

F THE RISING SUN

Japan 13 botommg a vory popular honcymoon destimation for couples lookmg lor boantiful
scenery, friendly pasple, different cultures, excellent shopping and high-class restanrants It

2 Display the INSERT menu, highlight BREAK and select SECTION BREAK
(CONTINUOUS).
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3 Set the screen to NORMAL view and
the SECTION break will be displayed.

greeal cites of e workl, Busy, vibrant and exciting, yet, s
1 millson people inhabit the city, it has one of the owesl crime mies o the T
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| NOTE: In effect you have split the page up into two distinct parts. '

@ Word File Edit Wiew fInsert Format Fomt  Tools Table Window Work Help
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THE LAND OF THE RISINC &L L=

4 Return to PAGE LAYOUT VIEW. The
| SECTION BREAK is not displayed
] seenery, friendly pospie, diffievent eultuses, sacellent shopingI Instead the SECTION that the cursor

L Wiyl =¥ isinis indicated in the STATUS BAR at
. 3 the bottom of the screen.
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NOTE: The SHOW/HIDE 1 button can be selected from STANDARD
Toolbar to show section breaks in PAGE LAYOUT VIEW. You can
also turn on TEXT BOUNDARIES (WORD menu - PREFERENCES

- VIEW) and a line will indicate the position of the section break.
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C Completing the Banner

A rectangle will be used to highlight the heading in section 1.

@ Word File Edit View Insert Format Font Tools Table Window Work Help
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DRAWING Toolbar and drag a rectangle
around the heading.

o Moo million poople inhabit the City, il be onc of e Dwe
warld, This is one of ix mein anrections - the sreets are platively free of crme and it e aafe

NOTE: Ifthe DRAWING Toolbar is not on the screen, use the VIEW
menu - TOOLBARS - DRAWING to open it.

@ Word File Cda View leqem Femar Fosn Tools  Table  'Window
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2 Use the DRAWING Toolbar or
FORMATTING PALETTE to set the
FILL COLOUR to DARK BLUE, the LINE
COLOUR to NO LINE.
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3 Click on the DRAW button, highlight
ARRANGE and select BEHIND TEXT
so that the text is visible through the

rectangle.
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NOTE: You can use the ARROW keys to nudge the rectangle into place
over the text.
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3 Move the I-BEAM to the left of the
heading text and click the mouse
button to highlight the text, then set
the FONT COLOUR to WHITE.
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I. Word Fike Edit View [nsemm Format  Fomt  Tools  Table

NEE T ek a e o 4 Remove the highlight by clicking the
Tt Ao Wumie ;s v|l= mouse button and you should have
e Tals white text on a blue background.
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B THE LAND OF THE RISING SUN :
A _" | Japan is becoming a very popular honeymoon destinaton for couples looking for bewatiful :

NOTE: You can change the rectangle colour, add a shadow or a 3-D
effect if you wish.
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D Creating the Third Section

You will now leave the first paragraph formatted as one column and place the other
paragraphs into three columns.

@ Word File Edit WView Insert Format Font Tools Table Window Work Help
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| 1 Position the cursor at the beginning
of the second paragraph, that is, just
before the ‘T"in ‘Tokyo’
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2 Display the INSERT menu, highlight BREAK and select SECTION BREAK

(CONTINUOUS).
@ Word File Edit View Insert Format Fomt Tools Table Window Work Help
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