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Set It Up 

·  Create a new document. 
Save it. 

·  Toggle the “Show/Hide” 
feature “on” to display on 
screen cues. 

·  Type a few lines of text. 

·  Insert a Continuous 
Section break. Everything 
from the cursor forward 
will be controlled by the 
formatting used to create 
a three-column section. 

·  Pull down the Column 
icon on the toolbar and 
highlight 3 columns. 

·  Type your information. 

·  Add a column break next. 

Next Column, Please 

With the cursor in the last position of the 
first column, select Insert>Break.  Select 
Column in the break types.  The cursor 
will move to the first position in the 
second column of the continuous section.  
Type more text. 
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Adding Visuals 

Use the Insert>Picture menu option to 
place pictures, artwork, and other 
visual enhancements and the Text 
Wrapping function to control how the 
text interacts with the object. 

 
This completes the 3 column 

information in section 1 of the 
example newsletter. 

Changing Sections, Again 

Insert a Continuous Section break 
immediately following the return 
character. 

Select the columns icon and highlight 
the desired number of columns to 
create a newly defined section on this 
page. 

Two-Column 
Announcement 

A continuous section break was 
inserted to create this two-column space.   

Different fonts and sizes were used to 
create a differentiation between this side 

of the line and that side. 
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Only 1? 

I wanted 2! 

One Column Only, Please 
This section has only one column so the content goes across the page.  This format is a little harder for 
people to read since the lines are so long but the space can be visually broken up with the addition of 
pictures or artwork. 

A 2 column by 1 row table was inserted in this section to accommodate the picture and text and keep 
them aligned nicely.  A table border was applied to the table.  No fuss text and picture alignment! 


