Chapter

9

Placing Text in Columns

When entering a page of text it is sometimes advantageous to place the 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) and select OPEN from the FILE menu.

2 Access the WORD SUPPORT FILES, open the CHAPTER 9 folder, then open the
COLUMNS file as a READ ONLY file.

Setting Text into Two Column

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.

1 Display the FILE menu and select PAGE SETUP.

Page Setup

2 Check that the PAPER SIZE is correct
for the paper you will printing on. It
is probably A4.

Settings  Page Attributes O]

Format for:  PS000

Paper Size: | A4 A

N0omx20 M om

3 Select OKto return to the workpage.
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B Setting the Columns

1 Click on the COLUMNS button in the
STANDARD Toolbar and highlight 2

columns.
@ Word File Edit View Insert Format Font
B L — =
ThE®e 8 Q ¥ =
 T— *| Heverea Wzl B oL ¥ 3
266 Columns.doc (Read-Dnly) ] ?cﬁ'm |
i+ ST T IR P S T P ST T OV WL W . _____ P T E=
Japan s becoming a very popular honaymoon destinabion for couples looking for m
beantiul sceneny, Inendly peopls, ditferant cultures, excollnl shoppsng and high-

NOTE: You can also select COLUMNS from the FORMAT menu to set a

page into columns.

@ Word File Edit View Insert Format Font  Tools i
"V EE ™ b & |- { 2 Notice that you have two separate
p— M= MeMln 7 i sections in the Ruler. The cursor is
0 o R in COLUMN 1 at the moment so its

INDENT MARKERS are displayed.

= :1- ] ¥ 4 i N i |
- =

Uapan iz bacoming & very popular warrned inowirder than fha rest of the
honaymoon destination for couples eountry and hotter in the summes. The
looking kor beauliful scenary, nendly bar north baing
puopls, ditferent cultures, excellent Cirche experisn: 3 The text flows down column 1 first
shopping and high-class restaurants. Q

B T s then into column 2.

pxiremas, modem, high tech, ciwes o lemperature s
remote hedeaways, unspoled braches conkgrade.
and ancent landmarks.

There are memerous tour packages
Tokya, the capdal is ena of the great avalable and we have brechures
cibws of the world, Busy, vibren! and | drtaling pach. Mosl four operalors

NOTE: The screen is set to PAGE LAYOUT VIEW when you set the page

to columns.
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@ Word File Edit View Insert Format Font Tools Table Window Work Help

ihal=1=R I Y} AR AN RN ] BT
 rre— ¥ Hebwerica ¥ 12 W B ) | EEE|IE=EE O -m-- “
aaA Columne.doc (Read-COnly)
b ¥ [ ¥ i i & ¥ (] e i il i 3 i i =
B 4 Click the cursor in any part of
P e ooy e COLUMN 2 and notice that it now
| | honeymoon destination for couples Eountry and has active indents.
Inoking for baautiful scenary, fnandl far jhorth baing o
puopls, diterent cultures, excellent Cirche experiences cooker

5 Save the file on your WORD DOCUMENTS folder under the file name:
Columns.doc

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.

@ Word File Edit View Insert Format Fomt Tools Table Window Work Help

(DEE ™ e aalx oo EEn i e,
[roms W Mo@ip s V[EESWMEEEE 0= L
B66 Juitify

F_:t " ¥ u ) " I.-H- o . T A W ¥ F

[
1 Press @+A to SELECT ALL the
text and set the FONT to TIMES,
the FONT SIZE to 12 POINT and
esch. Mostwureg  Click Oon the JUSTIFY button in the
FORMATTING Toolbar.

Japmn & becommg o very  popular
hopeymoon  destinazion  for  couples
P looking for beautiful scenery, friendly
.  different  cultlures,  execlient
d shopping and high-chas mataomnts. [t can
be considered a country of extremes,

2 Remove the highlight by clicking the mouse button with the I-BEAM over the text.
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i Werd fis ldn Vies men foema fow Pool Telkie Wisiow e seip W e oo M T o @ e PP

3 PRINT PREVIEW the document and
click on the ONE PAGE button in the
PRINT PREVIEW Toolbar.

4 Notice that the columns are not
even. A COLUMN BREAK can be
inserted to level them.

5 Click on the CLOSE button to return to the document.

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.

@ Word File Edit View insert Format Fomt Tools Table Window Work Help

e ™ eha & o[ E (kY mf]esw| @,

I J= = S S= M - mml = @8 =&

1 Position the cursor at the beginning
of the last paragraph in the first
column which starts ‘Although Japan

is a small country’.

-.|_ - -
| Keoreral ¥l Tuncs vl 1z Wl B J UIEXEX

-, A A Columns.dod

S TR i 5 B " [ F = - B.ITE.NT.

1 lush wg:hl.j;.:n. exlmgt vokanoes or the
orater lakes. They leave the trave .

nn 'errie’, peaceful

F | |Although Japan is a small country there
L are encugh differences in Laldude and
2 loagitulc o produce sigmifxant

& word File Edt view [IUTUN Format Font Tools Table Window Work Help
1 NoE™ el L L ll  Page Break bl | &
b , Page "“"" Column Break X
| Warenal ¥ Times o Date and Time.> R
ann AutcText Agtion Break (Next Page) I 1
2 Display the INSERT menu, highlight
BREAK and select COLUMN BREAK.
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